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PREFACE 


The school principalship is a professional position requiring spe- 
cific preparation on the part of the individual who aspires to fill it 
successfully. Experienced teachers who have merely acquired the 
technique of managing unruly children and irate parents can no 
longer be considered adequately prepared for the duties of the 
principalship, even though this technique still is an asset to the 
modern principal. In addition, a body of specialized knowledge has 
been gradually accumulated through the experiences of successful 
principals; this, in turn, has been greatly extended through profes- 
sional investigations and research. 

So great is the extent of the recorded information concerning tbe 
functions of school principals that it would take many years to ac- 
quire, through personal investigations alone, the bare knowledge 
needed to meet the demands of the principal's position. The interpre- 
tation of this extensive body of pertinent and essential information 
comprises a task too great for the practicing principal. 

Because the authors, in undertaking this volume, were well aware 
of the challenge of the task, they pooled their resources to carry it 
out. The results of more than 1,500 studies, investigations, and works 
on administrative topics have been used in support of their generali- 
zations. In performing what they hope will prove to be a service to 
the teacher who aspires to become a principal and to the individual 
who is now engaged in the work of the principalship, the authors 
have drawn upon their own extended experience as principals, super- 
visors, and professors of education. Throughout the book they have 
attempted to maintain a carefully considered balance between ad- 
ministrative theory and successful practice. 

The book presents a departure from most treatments of the princi- 
palship in that comprehensive consideration is given the common 
elements in the work of principals in both elementary and secondary 
schools. Differentiation is made in the treatment whenever a function 
varies significantly from elementary to secondary school. This plan 
is not experimental with the authors, but has been followed for a 
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number of years by two of them in a course on the "Duties of School 
Principals" at the Department of Education of the University of 
Chicago. The encouragement of their many students in this course, 
and at the University of Oregon, provided the inspiration for this 
attempt to put into revised form the materials presented in courses 
for persons who seek to provide educational leadership in an indi- 
vidual school. 
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PART I 


RESPONSIBILITIES PERTAINING TO 
THE ORGANIZATION OF A SCHOOL 


S or EDUCATION 


NATURE OF DEMANDS MADE 
ON SCHOOL PRINCIPALS 


The testimony of persons who have held principalships and the 
professional writings on the subject reveal a surprising array of de- 
mands on the time, energy, and ingenuity of principals in town and 
city school systems. The tasks that principals are expected to per- 
form vary greatly in importance. Many of them are little more than 
clerical; others may involve momentous consequences both to the 
school system and to the persons concerned. Since none of the respon- 
sibilities of the principalship can be neglected, it is apparent that 
those persons who occupy this position should acquire a comprehen- 
sive understanding of the demands that must be met. Mere knowl- 
edge of these responsibilities, however, is not sufficient to insure 
successful performance. Their relative importance must be clearly 
understood. Organization may then be attempted with a view to dele- 
gating some responsibilities to other staff members who are properly 
qualified to perform the work. 

Clear Perspective Required. The organization of the duties of 
the principalship requires a clear perspective of the numerous de- 
mands made on the position. This perspective many principals may 
not have because of restricted administrative experience and insuff- 
cient knowledge. It is often difficult for principals to regard their 
in the large, since their views are strongly influenced by 
local experiences. The perspective of the principal is often too largely 
acquired from the vantage point of the administrative office of the 
local school. Functions making repeated demands on the principal's 
aggerated importance and thus distort profes- 
king a broad background of training and ex- 
lysis, the principal not infrequently be- 
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comes a slave to routine demands. He may, as a result, neglect duties 
of paramount importance to his school. 

To make his work a success, the principal may clarify his perspec- 
tive (1) by changing occasionally the vantage point from which 
the principalship is viewed; (2) by resorting to job analysis and self- 
survey of his duties and responsibilities; and (3) by checking his 
practices against those of other principals, especially those that have 
been presented in published form. Visiting other principals at work, 
participating in discussion groups with other principals, carrying on 
cooperative studies of administrative practices such as those spon- 
sored by the National Association of Secondary-School Principals, 
summer workshops such as those Sponsored by the Department of 
Elementary-School Principals, and professional reading provide a 
new vantage point from which clearer professional views are ob- 
tained. If, along with this broadening of professional vision, the prin- 
cipal will resort to occasional stock-taking of the demands made on 
his position, he will discover a true basis for progress in the com- 
parative analyses that should inevitably result. 


When a principal visits another School, the greatest benefits will 


be derived if a report is made to the superior administrative officer 
or to the teachers in the principal's own school, This report should 
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the local school, the possibilities of modifying practices in the light 
of the findings should be proposed, and the implications of proposed 
changes should be carefully considered. 

Some superintendents have seen the possibilities of securing pro- 
fessional improvement of their principals through this system of 
visitation. They have secured appropriations from their boards of 
education to cover the expenses of a week of visitation annually in 
other school systems. Naturally, principals so privileged are expected 
to prepare reports of their findings and to demonstrate, by improve- 
ments in the administration of their schools, the benefits of the in- 
vestment in their professional training. 

Group Discussion. The importance of group discussion as a means 
of improvement for professional workers was recognized nearly 
twenty years ago when the National Association of Secondary-School 
Principals secured a grant in order to undertake the organization of 
secondary school principals throughout the United States for the 
systematic discussion of issues and functions in secondary education 
and ways of implementing these issues and functions. Under this 
grant organizations have been perfected in virtually all the states to 
provide periodic meetings of numerous groups of principals for the 
discussion of their problems. 

It is not possible to state in objective terms at present what the ef- 
fect of this country-wide discussion will be on secondary education. 
The general belief prevails that the plan makes possible the rapid 
improvement of secondary school administrators and a resultant im- 
provement in secondary education. New views are disseminated 
through discussion, and encouragement is given to putting into prac- 
tice those receiving a consensus of approval from the participating 
groups. Participation of principals in discussion groups whenever 
such participation is possible should be welcomed by principals in 
both elementary and secondary schools. For a principal not to desire 
opportunities to profit from the mutual discussion of professional 
problems is openly to admit that a stage of decadence has been 
reached which requires early retirement from a position of educa- 
tional leadership as important as that of the school principal. 

Co-operative Studies. Some principals have sought to enlarge and 
to clarify their perspective of the principalship through participa- 
tion in co-operative studies dealing with the problems of their posi- 
tion. Through membership in professional associations of national, 
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state, regional, and local character, they have co-operated in carrying 
on investigations that have resulted in the discovery of new appli- 
cations of well established principles in administration and in the 
evaluation of new practices. The advantages gained from the co- 
operative study of problems are (1) pooling of knowledge, (2) new 
insight, and (3) incentive to experiment. As a result, the principal 
should enjoy a broader professional outlook and should be able to 
view the demands of his position from more than a single vantage 
point. 

Numerous examples of co-operative studies could be cited, but a 
few are sufficient to make clear the value claimed in the foregoing 
paragraph. Farmer published a study in 1948 based on a question- 
naire sent to 715 principals by the United States Office of Educa- 
tion.! It provides a comprehensive and authoritative study by which 
a principal can compare his professional activities and experiences 
with others who have the same occupation. In addition the publica- 
tion summarizes the study conducted by Eikenberry in 1993 and 
shows the differences which exist a quarter-century later. The evi- 
dence is clear that the principal is growing in professional compe- 
tence. His teaching load is lighter, he en gages actively in professional 
organizations, and he holds the master's degree rather than only the 
bachelor's degree. His tenure in his present position is longer and 
his salary has increased sharply. His philosophy is liberal concerning 
the general operation of the high school, but is rather conservative 
in not allowing pupils much voice in determining the content and 
activities of the school program.* However, his position in the com- 
munity is such that he is well able to interpret education and to in- 


fluence the powerful groups that determine the local educational 
program.* 


secondary schools. 
of the duties per- 
cified period, such 


1 F. M. Farmer. "The Public High School Principalship," i pri 
: , S pa ship, Bulletin 155 (April 
1948), National Asso a ary-! incip: 2.9] 
: ) iE i ^ is sociation of Secondary: School Principals, pp. 82. . 


3 Ibid., p. 88. 


DEMANDS MADE ON PRINCIPALS 7 
Table 1 


MAXIMUM AND AVERAGE TIME GIvEN By 13 HicH SCHOOL PRINCIPALS TO 
THE PERFORMANCE OF CERTAIN Duties Durinc Oxe SCHOOL WEEK 


Number Minutes Spent 
of Princi- During Week 
Duty pals Per- in Performance 
forming of Duty 
the Duty Maximum | Average 
l. Teaching regular classes 5 675 419 
2. Advisory period for students 1 300 300 
8. Conferring regarding tests . i 260 260 
4. Observing teaching ........... 8 570 258 
5. Conferring with applicants for 
positions 5 810 250 
6. Social life of community 9 825 249, 
7. Supervising study hall .... 1 225 225 
8. Curriculum conference 1 210 210 
9. Pupil personnel work .. 10 458 908 
10. Reading professional magazines 4 356 201 
11. Consideration of salary schedule 1 195 195 
12, Observing debating team 3 420 188 
18. Professional reading .. 2 856 185 
14. Attending principals’ meeting 1 180 180 
15. Attention to building plans .. 4 340 156 
16. Conferring with teachers regarding 
instruction 12 300 155 
17. Conferring with parents 9 460 154 
18. Conferring with teachers rega 
ministrative matters 11 300 148 
19. Giving tests... - i 145 145 
20. Office work and checking goods re- 
ceived |... i 7 320 129 
21. Conducting teachers’ meetings .. 5 270 124 
22. Officiating at games 1 120 120 
23. Conferring with deans and department 
chairmen . - 5 21o B 
. Time devoted to visitors - 2 6 
oe Sponsoring student council and clubs 5 230 111 
26. Conferring with superintendent ............ 6 215 108 
97. Conferring with other principals , 3 215 106 
28. Dept. orders, permits, recor 8 295 108 
29. Correspondence 1l 185 100 
80. Conducting assembly .. 5 200 94 
81. Planning program and policies 4 145 89 
82. Copying, dictating, checking ; 7 146 87 
83. Reading election notices ... 3 140 61 
84. Observing athletic activities .. 4 105 59 
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(Table 1—Continued) 


Minutes Spent 
ta ud During Week 
Duty pals Per- in Performance 
forming of Duty 
the Duty Maximum | Average 
35. Transfer of credits and 1) eese 3 85 58 
36. Conferring with pupils regarding at- 
tendance ........., - 5 100 54 
87. School publicity 3 190 50 
88. Telephoning |)... 4 80 50 
89. Observing class school plays .. 2 95 48 
40. Disciplining of Pupils ............ 8 66 45 
41. Conferring with attendance officer .... 4 120 44 
42, Planning changes with other adminis- 
trative officers 3 90 44 
43. Conferring with janitor 6 100 43 
44 Inspecting buildings F 6 75 39 
45. Reviewing textbooks ass 2 40 38 
46. Recording results of tes l 37 37 
47. Making requisitions .,., 1 85 35 
48. Interviewing book men 10 62 34 
49. Preparing bulletins for teachers , 1 34 84 
50. Checking reports of tests ., 2 60 32 
51. Studying teachers’ reports ., 1 26 26 
52 anning school exhibit e 1 25 25 
53. Hm a grounds ... 1 22 22 
54. Problems of teacher welfare 1 21 21 
55. Conferring with school nurses and 
physician 8 
56 1 
1 
8 
1 


, (4) Supervision, (5) 
munity responsibilities, If the 
typical, it is apparent 


and (6) com 


extracurricular activities, 
considered 


week in question may be 
high schools vary 
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markedly in the way they respond to the demands made on their time. 

Professional Writings. Principals in need of clarifying their per- 
spective toward the demands of the principalship will discover new 
outlooks from which to view their practices in the accumulated writ- 
ings on the work of the school principal. Some of these are of the cor- 
rective or preventive type, giving suggestions as to demands to be 
avoided, practices to be improved, and difficulties to be encountered. 


Table 2 
SUMMARY OF THE PnosLEMs or New Hicu Scuoon PniNCIPALSi 


Problems Principals 
Categories Number Per Cent Number Per Cent 

1. Internal Organization and 

Administration 59 12.5 56 41.5 
2. Relations with Faculty 90 18.8 84 62.2 
3. Supervision of Instruction 67 14.0 67 49.6 
4. Curriculum Offering and Problems 51 10.6 49 36.3 
5. Pupil Relations, Guidance, and 

Activities 74 15.5 67 49.6 
6. School Relations 52 10.7 48 38.6 
7. School Plant Finance and Budget 61 12.7 57 42.9 
8. Pupil Transportation 26 54 25 18.5 


Persons seeking training for the principalship and principals with 
limited experience will find in the material, both past and present, a 
wealth of vicarious experience for analysis and comparative study. 
Principals with extensive experience in a single school or a single 
school system will find in the contemporary writings new views on 
administration, which should stimulate self-appraisal and result in 
new perspectives. To deny one's self access to the new administrative 
experiences provided by the best studies of the past and by current 
contributions is to invite gradual but certain professional deteriora- 
tion. The promise of a young principal or the worth of an experienced 
principal can therefore be appraised to a considerable extent by his 
familiarity with the writings which deal with the principal's prob- 
lems. . 

Problems of New Principals. Zweibach made a study of the prob- 
lems of new high school principals in the five states which comprise 
the Middle Atlantic States Association—New York, New Jersey, 
Pennsylvania, Maryland, and Delaware.’ He divided the problems 


4 ibach, "Problems of New High School Principals," Bulletin 188 
"s. ces pese ‘ational Association of Secondary-School Principals, p. 73. 


5 Ibid., pp. 69-84. 
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into eight categories which are shown in Table 2. One eighth of the 
problems listed fell under the classification of Internal Organization 
and Administration. Fifty-six or 41.5 per cent of the 135 who an- 
swered the questionnaire, had problems in this area. A total of 480, or 
slightly more than three problems per principal, were reported. The 
largest number of problems, 90, dealt with relationships with faculty 
members, and more than three-fifths of the principals had problems 
in this area. Included in this area were problems of securing demo- 
cratic participation, personal and professional relationships with 
faculty members, teacher morale, in-service growth of the facultv, 
and equitable assignment of extracurricul 
areas were mentioned man 


were second ntion. Later sections of this 


The problems Zweibach* 
form the backbone of this text; tl 


the findings of city school surveys 
Surveyed many school principals 
Still possess inadequ ific training for their work. The central 
stems have been severely criticized 
osition non-progressive individuals 


8 Ibid., pp. 74-91, 
oe 7 Ibid., p. 71. 
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garded as fundamental to successful administration. Still, far too 
many allow themselves to become engrossed with the clerical and 
routine aspects of administration to the neglect of their functions as 
intellectual and professional leaders in their schools. Support for the 
generalization just stated can be secured in almost all the recent sur- 
veys of city school systems in which the work of principals has been 
appraised. 

The survey of a city of approximately 175,000 population, for ex- 
ample, states that the principals were devoting too small a portion of 
their time to the supervision of instruction and too great a portion to 
general administration, personnel administration, and clerical duties? 
and that they sought to improve instruction chiefly through individual 
and group conferences.? This, of course, must be thought of as a re- 
stricted view of the responsibility of the principalship. Even more 
dismaying was the fact that one third of the elementary principals 
relied completely on the central office for the improvement of in- 
struction. Another survey in one of America's largest cities declares 
that the typical principal tends to discharge his supervisory responsi- 
bilities in a more or less perfunctory or routine manner, and that the 
supervisory endeavors of principals are not of a very high order. A 
survey of another large city avers that the high school principals and 
their assistants for all practical purposes are administrators; that if 
an occasional principal can find time for other than administrative 
duties he is likely to give this time to work of a guidance or counsel- 
ing nature; and that most principals give no time at all to supervision 
in the modern sense. 

The most recent data, collected from elementary school principals, 
indicate that 44 per cent of the supervising principals think of them- 
selves as educational leaders and that 49 per cent consider themselves 
as supporters.'? That this is not just wishful thinking is indicated by 
681 superintendents of whom 66 per cent rated their principals as 
leaders and 82 per cent rated them as followers."! 

Although improvement is noted, it is true, unfortunately, that many 


8 University of Chicago, Department of Education, Committee on Field Serv- 
ices, Grand Rapids School Survey, Grand Rapids, Michigan (1949), p. 116. 
9 Ibid., p. 117. 
10 National Education Association, Department of Elementary School Princi- 
als, The Elementary School Principalship—Today and Tomorrow; National 
Elementary Principal, Vol. XXVIII, No. 1 (Twenty-Seventh Yearbook, Septem- 
ber 1948), p. 69. 
11 Ibid., p. 70. 
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principals still are falling short of 
tions considered fundamental 
ditional examples are unneces 


expectations in performing func- 
to the improvement of instruction. Ad- 
sary to make this clear. 

ey spend their time, principals might 
to perform so many routine administra- 
sion of instruction and other time-con- 


ave been performed by the principal, vir- 
level responsibilities, 

he Department of Elementary- 
on Association, lists the most 
wers of Elementary School Prin- 


atory and discretionary duties. 
A mandatory du i be performed; failure to do so 


> one. Some discretionary duties 
may be required, but the time 
discretion. 
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Table 3 
MANDATORY AND DISCRETIONARY Duties OF ELEMENTARY 
Scuoor PnixcipaLs!? 


(As found in a sampling of published rulebooks of local schoolboards in fifty 
cities of over 30,000 population) 


Mandatory ministerial duties:* 
To be present in building between specified hours 
To keep certain records and accounts 
To receipt for delivered supplies 
To check school census 
To inventory equipment, books, and supplies 
To check payroll list 
To report injuries to pupils and employees 
To fly American flag 


Discretionary ministerial duties: 
To conduct fire drills 
To supervise janitors 
To report needed building and equipment repairs 
To supervise building at recess and noon hour 
To notify parents of unsatisfactory work of pupils 
To regulate, permit, or refuse entrance to visitors 
To regulate, permit, or prohibit advertising or exhibits in building 
To requisition and dispense supplies and equipment 


Discretionary powers: 
To classify pupils 
To keep personnel records of teachers 
To keep personnel records of pupils 
To assign teachers 
To make curriculum schedules 
To conduct teachers’ meetings 
To allocate funds made available for building, according to budget 
To obtain substitutes for teachers who are absent A 
To evaluate teachers' efficiency 
To supervise instruction 
To co-operate with juvenile court and other law enforcement agencies 
To regulate or abolish activities of teachers and pupils in buildings 
To handle complaints of patrons 
To discipline pupils 


2 Duties classified as mandatory ministerial are those which are required of the 
principal not only as to performance but also as to how and when performed. 

» Duties classified as discretionary ministerial are those which are discretionary 
only as to how the required end is achieved. j 

¢ Discretionary powers are those in which the principal may use his judgment 
as to how, when, and sometimes whether a certain matter is done. In some cities 
elementary school principals have more discretion in some of these matters than 
in other cities. 


12 Ibid., p. 158. 
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Table 4 


Per CENT oF PRINCIPALS Time Given TO Mayor FUNCTIONS 
IN 1928 anp 194815 


Supervising Principals Teaching Principals 

Group of Duties 1928 1948 1928 1948 
Administration . 29.8 9.9 10.4 
Supervision 38.9 10.0 12.4 
Clerical 15.1 9.5 10.7 
"Teaching 4.3 2.3 64.4 59.5 
Other duties 13.4 14.4 6.2 7.0 
100.0 100.0 100.0 100.0 


Nore: In 1928 “pupil personnel” was included under “supervision”; “com- 


munity activities” were put under “other duties,” These adjustments have been 
made in the 1948 per cents, 


hoped, and spends more tim 
chiefly because he has inad 
cent of the element: 


e on clerical work than he would wish,'® 
equate clerical assistance, Thirty-five per 
no clerical assistants 
assistant. Until the enrollment 
al help is extremely rare. An 

500 secondary school principals 
ascertained that about i 


tbe accomp 
elegating them to clerks, 


l who is required to do some teaching, finding time 
to perform supervisory 


lished by some other 
plan than that of d, 


15 National Educ. 
Today and Tom 
16 Ibid., p. 90 


ation Ags 


Ociation, The Elementary 
OTTOU, p. 89, 


-School Principalship— 


* Ibid., pp. 58-59. 
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ing a time budget for the demands made upon them than are those 
who are not required to teach. 

In schools in large cities this situation has gradually led to the re- 
lease of most principals from teaching duties, the release being 
usually granted on the ground that the time of the principal is needed 
for matters of greater importance to the school than teaching. 

Since the act of teaching may be much more successfully per- 
formed by a teacher with special training for a specific task than by 
the principal, who is compelled to divide his attention between the 
duties of administration and teaching, superintendents of city school 
systems generally seek to have their principals released from teaching 
in order that full time may be given to administration. The intention of 
the superintendents in advocating the changing of principals from 
teaching to nonteaching status has been to provide a supervisory 
leadership in the local schools that cannot be furnished by the central 
office. The assumption of most superintendents when they recom- 
mend that principals be relieved of teaching is that as a result of the 
freedom thus provided the principals will devote all or much of the 
time to important professional duties formerly neglected. 

Functions of Nonteaching Principals. Principals need suffer no 
misapprehensions regarding what is expected of them when they are 
placed on a nonteaching basis. Authorities in school administration 
for years have stressed the importance of the principal's devoting 
much time to the supervision of instruction. An ideal time allotment 
for the various phases of the work of elementary school principals, 
representing the composite views of a number of authorities in ele- 
mentary school administration, was distributed through the Twenty- 
Seventh Yearbook of the Department of Elementary-School Princi- 
pals in 1948. This allotment recommends that principals spend 37 per 
cent of their time on supervision, 17 per cent on pupil personnel, 11 
per cent on community relations, 24 per cent on administration, 3.5 
per cent on clerical work, 4 per cent miscellaneous, and 2.6 per cent in 
teaching.*® 

An additional source of demands on the time and attention of the 
principal in city school systems is the circulars of instructions that 
come from the central office at frequent intervals. These circulars may 
provide the principal with necessary instructions and current infor- 


18 Ibid., p. 91. 
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mation of value in the administr: 
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ation of his school, or they may call 
for reports which necessitate the collecting and checking of data and 
the submission of the data according to specified form to the central 
office. Some large City systems have attempted to prepare schedules 
of reports for the year and to inform the principals in a manual of 
administration or a circular on impending reports as to the time such 
demands will be made. Letters of instruction are then sent to the prin- 
cipals only when instructions are needed, 

Other school systems follow the practice of sen 
letters of instructions which make immediate de 
pals. Some of these instructior 
regulations that must be 
once into practice, Ot] 
items of information, a 


ding out many 
mands on the princi- 
ns to the principals are administrative 
studied, understood, and incorporated at 
aers contain important statements of policy, 
nd problems for attention. That these letters 
of administrative instructions from the central office make heavy de- 


mands on the time of principals may be fully appreciated if the bulk 
of such communications during a school year is noted and a tabula- 
tion made of the number of separate 


instructions to which the princi- 
pal must give careful attention, 

Responsibilities Resulting from Growth 
of demands occasioned by the 
complexity of community life 


demands pertain to problems of the social and €conomic welfare of 
pupils and the recognition by individua] citizens and organizations of 
the potential influence of the school in the dissemination of infor- 
mation. Some individual Citizens © organizations merely 
desire to render unselfish service to the school, but often in ways that 
UN rather than help. Other individuals and organizations may 
ave selfish motives and may seek to utilize the school for personal 
Purposes. It is not necessary to give examples of individuals. These 
ntioned socia] reformer to the 


m the well-inte 
anizations that must be dealt with in many 
ated by the groups listed 


adequately illustr; 
arious organizations re- 


of Positions, Other kinds 
rapid growth of cities and the g 


rowing 
must be expe 


cted by principals, These 


and som 


riter au chools. The nature of 
imber of schools in which the differ 

: erent types 
mands were made during the year the inquiry was cond on 
are also reported in the table. di 


of de: 
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Table 5 


Gnours MAKING DEMANDS ox 56 SECONDARY SCHOOLS AND THE 
Numer AND Kixbs or DEMANDS Mape!’ 


Number of Schools in Which Groups Have: 


Exerted Attempted Exerted 
Pressure to Force Pressure 
Type of Group to Project Heads of to Secure. Total 
Their Pro- Schools Co-opera- 
grams Into to Accede tion of 
Schools to Their Faculty 
Demands and Pupils 
Patriotic 20 1 3 24 
Business 12 3 3 18 
Civic 13 1 3 17 
‘Temperance 13 3 1 17 
Professional. 12 1 1 14 
Parental ... 9 0 8 12 
The press 9 1 1 1l 
Health ... 8 0 8 11 
Religious 6 3 1 10 
National and racial .. 4 2 0 6 
Political and governmenta 5 0 0 5 
Labor 3 1 0 4 


Influences of Community Organizations. The data presented in 
Table 5 reveal both the extent to which community organizations 
seek to use the schools and the nature of the pressure that must be 
resisted by the principal. It is apparent that the problems of the prin- 
cipal in dealing with these organizations vary greatly with the com- 
munity in which the school is located. Since only 149 instances of 
pressure were reported in the 56 schools, it is evident that the organi- 
zations listed are not extremely active in many communities. How- 
ever, the fact that the organizations have programs which they seek 
to introduce into the schools through the exercise of local prestige and 
group influence compels the principal to prepare himself to offer re- 
sistance to those demands that are at variance with the purposes of 
the school. 

The insistence of some of these groups on using the schools in some 
communities to further their own purposes adds greatly to the diffi- 
culties of the principal. Inasmuch as the demands are not infrequently 
accompanied with personal threats against the principal, he may be 
forced to organize groups friendly to the schools to resist the pressure 


` 19 Data compiled from unpublished investigation by William C. Reavis. 
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tween school and com 
mands that might be 
and by organiz 
the princip 


made on the schools both by indiy 
ations. As an 


the expenditure of time and energy in community service, 
The approximate w 


eekly ti nunity services by 1377 
Schoo] principals is shown in Table 6. The Tange is from about an 


rs, the average being about 3.6 hours. 


Hours Per Week ALLOTTED TO Community AcrivrTIESS0 


Supervisi ng 


pacing 
Principals Principals 
Less than 1 25 6 
1-3 .. 494 138 
8-5 269 90 
5-7 165 47 
7-9 49 9 
9-11 .. 54 8 
11 hours or more .. 20 3 

Total Number A 1,076 301 

Verage Hours .. bis 3.6 3.3 

4 The nature of the community services participated in by principals 
Is varied, The study of the elementary School princj palship, published 
in 1948, indicated that for 


als: 90 per cent are 
er cent belong toa 


essional clubs; 44 per 
er cent are active j 
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labor union. Fewer than 2 per cent belong to political or patriotic 
organizations and about 3 per cent to veterans’ organizations. The 
pattern for teaching principals was similar. It is clear, too, that princi- 
pals are more likely to belong to lay organizations than was true two 
decades ago. a 

As a group, supervising principals are also active in “the Commu- 
nity Chest (55 per cent), the Junior Red Cross (55 per cent), youth 
groups such as scouting (51 per cent), charity and welfare work (49 
per cent), American Red Cross (44 per cent), health programs (39 per 
cent), community recreation (38 per cent), and intercultural relations 
(26 per cent).”** Again the pattern for teaching principals is similar; it 
also varies little with the size of the community. The opportunities to 
cultivate public relations with the personnel of these organizations 
should result in a better understanding of the school. Obviously, the 
solution to the problem of meeting pressure demands from the com- 
munity does not consist in the reduction of duties by the school prin- 
cipals but rather in the substitution of one kind of duties for another. 

Need for Balanced Conception of Responsibilities. It is true that 
afew principals spend so much time in community services, which are 
in themselves desirable if placed in their proper perspective, that 
they have no time for the most important task—that of improving 
the instruction furnished to boys and girls. For example, the principal 
who spends thirty hours a week in community service, be it at lodge 
meetings, as president of the Rotary Club, as a member of the library 
board, as a scout leader, as a lay officer in the church, or in a combina- 
tion of these duties has a full-time job on his hands which precludes 
his educational leadership in the school. How much time a principal 
should spend in community activities is a matter that must be settled 
in the light of his philosophy of school administration. If he intends to 

_ furnish educational leadership for a growing faculty, his community 
duties will form a small, though important, part of the total. 

It is a somewhat less frequent practice for a principal to spend so 
much time in personnel work with pupils that he neglects the other 
aspects of the principalship. In small schools much of the individual 
counseling must be the responsibility of the principal; in larger 
schools he must head up the guidance system if it is to be maximally 
effective. For the principal of a large school to attempt to provide 
personnel service individually for all pupils will result in his furnish- 


21 Ibid., p. 128. 22 Ibid., p. 129. 
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ing inadequate guidance service, neglecting the supervision of in- 
struction, delegating his administrative duties to others, or in a 
combination of all these deficiencies. For example, if each of 1,500 
pupils were to be provided with three conferences of 30 minutes each 
during a school year it would require 2,250 hours, or 281 eight-hour 
days, of one person's time without providing for group counseling or 
special attention to serious problem cases. What is likely to happen in 
such a case, as the authors have observed it in practice, is 
tory two-minute conference with each pupil once 
little permanent good could conceivably result. 
The extracurricular work more freq 
time of the principal of a secondary school that he neglects the other 
aspects of his duties, This can easily happen because the extracur- 
ricular program is spectacular and must be well managed if the school 
is to be satisfactory to the community. Then, too, many principals 
formerly coached athletic teams, sponsored publications, or directed 
other extracurricular activities in their first educational positions, and 
they carry their Special enthusiasm into the office, It is well that the 
head of the school should take an intelligent interest in these impor- 
tant activities, but for him to scan personally the eligibility lists of 
opposing athletic teams in order to protest a supposedly ineligible 
player, or to be so concerned about 
team that he has no time to confer 
problems which are of concern to 
conditions mentioned are known to 


a perfunc- 
a year from which 


uently usurps so much of the 


Tm 
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kinds of demands made on principals indicates that the proper per- 
formance of the task is a professional undertaking which challenges 
the ability of the most able and best-trained individuals. If, as some 
principals claim, the number of duties is too great for one person to 
perform, the solution to the problem must be sought in securing as- 
sistants to bear part of the load. The clerk has come into the adminis- 
trative picture because of the general recognition of the need made 
clear through the presentation of the demands on principals revealed 
by the studies considered in this chapter. The assistant principalship 
is becoming an increasingly important professional position in our 
larger school systems, especially at the secondary level because of the 
size of the school. In junior-senior high schools, which enroll students 
throughout the six year period of secondary education, such assistants 
are especially important. Frequently the principal is better trained 
at the senior high school level. He then needs and seeks an assistant 
who has specific preparation at the junior high school lével to whom 
he can delegate the direct administrative responsibility for the junior 
high school division. In the larger high schools it is common practice 
to have one or more assistant principals to whom are delegated spe- 
cific duties such as taking charge of the extracurricular program, di- 
recting the guidance programs, serving as Dean of Girls or Dean of 
Boys, or attending to some other important problem. Authorities in 
administration have advised the delegation of certain types of duties 
to teachers, as in the case of the clerk. What duties might be dele- 
gated and what members of the staff might be expected to perform 
the duties presents a major problem in local school administration. 
These problems will receive consideration in the following chapter. 
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ORGANIZATION OF FUNCTIONS 
FOR EFFECTIVE MANAGEMENT 


PROBLEMS OF ORGANIZATION 
In the foregoing chapter it was shown that many demands from 
within and without the school are made on the principal and that he 
is confronted with a multiplicity of functions. While the principal is 
responsible for their performance, it does not follow that each must 
be personally performed by the school head. Some work may be done 
by the clerk, if clerical assistance is provided; some may be dis- 
charged by teachers; some fall within the responsibilities of pupils 
and may well be considered a necessary part of their education; others 
naturally must be personally performed by the principal himself. 
Differentiation Required. Some principals never differentiate be- 
tween jobs that can be performed by others and those that belong 
strictly to the school head. As a result these principals try to meet all 
the demands made upon them. In order to do so they are usually 
compelled to neglect certain important matters that are not immedi- 
ate in their demands and can usually be postponed. The urgency of 
immediate demands is allowed to usurp attention to the exclusion of 
ultimate school objectives. The principal who yields to this tendency 
becomes an administrator of emergencies. He seldom leaves his office 
during the school day because of requests from inside the school 
which are directed to his office or outside demands made over the 
telephone. Everything in the way of demands or requests is en- 
couraged to converge on the principal's office with the result that the 
principal becomes engrossed in administrative details. 
Organization of Functions Necessary. Other principals study the 
character of the demands made upon them as a means of avoiding 
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enslavement to details. They also study the personal qualifications of 
their teachers and students with a view of delegating responsibilities 
in the interest of personal development and effective administration. 
Instead of trying to do everything, this type of principal organizes 
his work functionally and delegates to clerks, teachers, and students 
the duties which can and should be performed by persons other than 
the school head. In this way the time and energy of the principal are 
conserved for the consideration of demands which he alone can meet. 
He is thus able to plan an organization of duties for his school based 
on functional differentiation, co-operation, and participation. The 
organization is potentially as effective as the total abilities of the 
persons who share in its functioning, 


The absence of such an organization in a school can be quickly de- 
tected by the confusion whi 


ch prevails when the head is absent. 
Without the principal to assume responsibility for everything, there 
can be little driving ahead for definite results. Activities will be aim- 
less, for there is no one to call the signals for the school team. Every- 


one waits for orders which do not come because of the leader's ab- 
sence, 


In schools with an effectiv. 


e administrative organization the pres- 
ence of the leader is not esse 


ntial to continued functioning. Everyone 
knows his duties and assumes his customary responsibility without 


waiting for orders, Distractions were largely eliminated when the 
organization was formed. Each member of the organization performs 
his particular duties, In brief, the team knows its plays and can carry 
on effectively in the absence of its leader, 

Emphasis in Organization. The emphasis given by many principals 
to duties of the managerial and clerical types may be c 
partly by the prominence given to s 


approximately 85 per 
n made for the benefit 
and clerical activities, it 
e in such activities to the 


E "onception by the prin- 
cipals of the best way for professi o A n "di dis 


Organization of Functions, 


d 1 The wav in 
ganizes his work is conditioned i 


n part by the 
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conception of the principalship in the system of which his school is a 
unit and in part by his own understanding of the demands of his posi- 
tion. A personal factor of considerable importance too is the inge- 
nuity of the principal in constructing an organization. Even so, great 
variations, both in the kind of organization set up and in the method 
of its functioning, will always be found among principals. The princi- 
palship, although an old position in school administration, is still in a 
state of development. The principles which determine its effective- 
ness have changed greatly in recent years. The position has under- 
gone in theory at least a great democratization, although in practice 
some principals may not as yet appear to have been greatly affected. 
ORGANIZATION INFLUENCED BY CENTRAL 
OFFICE POLICIES 

Responsibility of the Principal for His School. A studv of the re- 
lations of the school principal to central administrative officers in city 
school systems reveals great variations in the amount of autonomy 
granted ‘to the principal in his own school. In some systems the prin- 
cipal is still only the titular head of his school, being greatly restricted 
in authority and even in procedures by central office rules and regula- 
tions and by the necessity for consulting superior administrative offi- 
cers before making departures in local school organization and ad- 
ration. Other systems grant the principal large autonomy, not 


minist 
ntly designating him as responsible head of his school and 


infreque 
holding him accountable only for results. 

The trend in practice, particularly in cities of considerable size, ap- 
pears to be in the direction of granting the principal greater autonomy 
in the management of the local school than has been the practice in 
the past. The tendency is justified on the ground that the principal- 
ship is a position of great professional importance in the administra- 
tion of city schools. In systems maintaining a number of individual 
the local school has acquired general recognition in recent 
a community institution, organized and administered with 
a local constituency. Too much central control may 
local initiative and to produce a mechanical 
istration usually conducive to general medi- 
too much local autonomy may result in the 
a reversion to the ward type of organiza- 
abandoned in progressive cities. 


schools, 
years as 
special regard for 
tend to interfere with 
uniformity in local admit 
ocrity, On the contrary, 
breakdown of system and ir 


tion now almost universally 
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It is therefore apparent that the relations of the head of the local 
school and the central administrative officials should be clearly de- 
fined. Each should know the locus of his own responsibility and 
should strive to function efficiently therein. The definition of these 
relations, however, is a matter of such importance that it transcends 
the personalities involved in any single system. It requires under- 
standing of the principles of administration which should control the 
relations between local and central administrators in city school 
systems in general, 

Early Relations of P. cipal with Board of Education. The history 
of school administration in city systems throws considerable light on 
the relations of the principal with central administrative officers. 
Prior to the establishment of the city superintendency the school 
principal was head teacher in the district or local school. His admin- 
istrative duties in his school were usually restricted to the disci plinary 
control of pupils. The real administrative control of local schools was 
in the hands of laymen. Each school, although under the final control 
of some central body, such as the city council or board of education, 
was in reality under the immediate control of the ward member of 
the board of education, a standing committee of the board, or the 
trustees elected in the ward to manage the local school under the 
central board. These lay officials exercised professional control over 
the schools. That their control was often incompetent and generally 


unsatisfactory was shown by the tendency of the central boards in the 
growing cities to provide for a 


to school administration, name 


tion being used by the writing master 
ary schools, which 

high schools, which 
> Were usually conducted in separate 
€ centralization of authority with 
nd administrat 


ion, except that au- 
ntral schoo] committee or in the in- 
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dividual members of the school committee from the local district or 
ward. 

It gradually became apparent to both the selectmen and the school 
committeemen that the one- or two-teacher type of school was not 
only inadequate but also wasteful and that some form of centraliza- 
tion was inevitable. In addition to the complications arising among 
the different types of schools with their independent administrations, 
the committees were hard-pressed to satisfy the local demands for 
schools. The amount of money required to maintain the growing 
schools tended to make the patrons critical and to cause them to 
want to know whether value-received services were being rendered. 

Problems of internal as well as external management rapidly in- 
creased. As a result, the members of the school committees soon 
found themselves unable either to give the time required for the 
proper management of the schools or to settle in a satisfactory man- 
ner manv of the issues which arose in the administration of the 
schools. As the size of the local ward schools increased, added au- 
thority in management was conferred on certain successful masters 
who were designated as head teachers or principals of the local 
schools. These head teachers were expected to teach their classes, 
direct the work of assistant teachers or monitors, and perform the acts 
of management assigned by the school committee. Assistant school 
visitors were sometimes appointed to serve the school committee, but, 
in general, these officials failed to provide the skilled services which 
the growing schools required. Finally, a few cities established the 
school superintendency and clothed the superintendent with power 
to grade the schools, to reorganize curriculum materials, to supervise 
instruction, and to advise the school committee with respect to 
needed improvements in school organization and administration. 

Relations of Principal and Superintendent. In cities which pro- 
vided early for the selection of the school superintendent (1840- 
1870), the ‘local school principal and the superintendent tended to 
develop as contemporary professional officers. The superintendent 
quickly realized his inability to administer the district or ward 
schools of his city efficiently without the aid of a professional as- 
sistant in each local school. He soon recognized the potential possi- 
bilities of the head teacher or principal of the local school. This in- 
dividual could not assume certain administrative responsibilities and 
at the same time discharge the duties of a regular classroom teacher. 
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Accordingly, the superintendent requested his board to authorize 
the partial release of the principal from teaching duties in order that 
he might perform administrative functions delegated by the superin- 
tendent. When so clothed with administrative power, the principal 
tended to become a local superintendent functioning under the city 
superintendent. Boards were at first somewhat loath to grant the re- 
quests of their superintendents, but gradually 
the local wards increased and the local wards were enlarged, the 
wisdom of this move became apparent. Today most local schools 
in city systems are administered by principals who are regarded as 
responsible heads acting under the directions of the 
and the official regulations of the board. 

The development just pointe 
delphia, one of the large citi 


as the population of 


superintendent 


d out is clearly illustrated in Phila- 
es that was very slow in recognizing the 
need for professional leadership in the central office. This city had 
reached a population of approximately 900,000 before it selected a 
superintendent for its schools in 1882. Each local community school 
was controlled by a board of six trustees elected by the local district. 


The chairman of each local board of trustees served as a member of 
a central board which undertook to ch 


art the professional progress 
of the schools of the city. Unde 


r this organization the school princi- 
pals were the chief professional officers prior to the appointment of 
the first superintendent. But relatively few of these principals ever 
attained the status of Supervisory officers under their local boards. 
Despite the fact that the Central Board of Education, which certifi- 
cated principals and teachers, had adopted a rule authorizing the 
local boards to organize their schools under supervising principals, 
it remained for the first Superintendent to take the step which trans- 


formed the local school Principals from head teachers into supervis- 
ing principals or professional school officers, 

The relations of the local Principals and the 
Philadelphia were largely adviso 
the general assembly in 1911 
ing all the local schools under 


superintendent in 
ry until legislation was enacted by 
abolishing the district boards and plac- 
a central board a ointed by the judges 
of the Court of Common Pleas, This idera cà Missas us 
district contro] and made the local school principal an intermediary 
professional officer between the central office and his school instead 
of a mere head teacher under a local board, 


Relations of p rincipal with Central Administrative Officers, In 
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eighteen large cities," the relations of principals with the central ad- 
ministrative office developed in somewhat similar fashion. The princi- 
pal seldom attained the status of responsible professional head of a 
local school in any of these cities prior to the establishment of the 
city superintendency. Thus, the detachment of the principal from 
local lay control was apparently necessary to his growth as a profes- 
sional officer. 

In virtually all the eighteen large cities studied, a complete de- 
tachment of local lay control over the local school principal has been 
effected. A few principals were found who had become so enmeshed 
in local politics that they were unable to discontinue political methods 
in administration and to adopt straightforward professional proce- 
dures, Instead of dealing directly with the central office, they have 
tended to resort to political pressure as a means of forcing favorable 
action by the central office on requests which could not be obtained 
through ‘professional channels. Unfortunately in a few cities political 
rather than professional methods by principals have been encouraged 
by boards of education whose members are creatures of political ma- 
chines, Such conditions tend to encourage certain types of principals 
to revert to a method of local school administration very generally 
discredited, Even so, the great majority of the present principals in 
attained a professional status in their relations with 


large cities have á 
tive officers which renders the use of political 


central administra 
methods abhorrent. 

As a whole, seven broad generalizations with respect to the status 
of the principalship are warranted: 

1. Principal directly responsible to the superintendent. The tend- 
ency of principals to have direct administrative relations with mem- 
bers of the board of education has largely disappeared with the rise 
of the superintendent to a position of educational leadership in city 
school administration. The passing both of the ward system of se- 
oard members and of administration through stand- 
of the board of education has contributed still fur- 
although a few vestiges still re- 


lecting school b 


ing committees ; 
ther to the ending of the practice, 


main. 


; alo; Chicago: Cleveland; Detroit; Kansas City, Missouri; Los 

A t Bostone Boi a Newark, New Jersey; Philadelphia; Pittsburgh; Portland, 

Oron, Drovidetoe; San Francisco; Seattle; Toronto; Vancouver; and Washing- 
egon; ps 


ton, D.C. 


32 ORGANIZATION OF FUNCTIONS 


Since the weight of opinion with respect to the issue is so over- 
whelming, school Systems permitting direct administrative relations 
between school principals and board members are unfavorably con- 
Spicuous because of the return to an outmoded and discredited prac- 
tice. Inasmuch as the principal is the professional representative of 
the superintendent in the local school, the principal's administrative 
relations with the superintendent should be direct and not through 
the board. For either a principal or a board member to encourage 
direct relations in the administration of a local school is a manifesta- 
tion of unprofessional attitude or of gross ignorance with respect to 
generally accepted administrative theory and practice. Boards of 
education should therefore completely eliminate this retrograde 
tendency by adopting regulations specifying that principals may have 
direct relations with the board of education only on appeal from de- 
cisions of the superintendent. 


2. Principal responsible for carrying out superintendent's policies. 
The superintendent is rec 


ognized as the chief executive officer of the 
education department and the principal 


the superintendent in the local school. 
and the Superintendent is therefore th: 
While according the principal great freedom as the responsible head 
of a local school, the position of headship does not carry autocratic 
power. Restrictions are imposed on the administrative prerogatives 


of the principal by general rules and regulations of the board of 
education and by specific instructions a ir 


as the chief representative of 
The relation of the principal 
at of subordinate to superior. 


partures from established procedures re 


As a means of unifying practices and of carrying on inservice pro- 
fessional training, the superintendents hold meetings periodically 
with the principals for the discussion of policies and the giving of 
instructions, Through the exchange of opinions thus made possible, 
the principal may exercise considerable influence in the formation of 
new policies, in the modification of established policies, and in ac- 
quainting the superintendents with the needs and pro 


blems of the 
local schools, This practice of direct relations between the superin- 
tendent and his principals is believed to contribute greatly to the 


professional morale of the principals and to the unification of the 
school system, 


ceive central office approval. 
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In some of the cities the superintendents attempt to carry on cer- 
administrative relations with the principals as well as at- 
tempt to exercise functions of general control. For example, the 
superintendent may supervise the high schools while he delegates 
other supervisory areas to assistants. Other superintendents welcome 
advisory relations with principals while they still insist that local 
problems pass through administrative channels. In still other cities 
the superintendents communicate officially with principals at regu- 
lar intervals through letters or bulletins. The evidence shows that 
the relation of a superintendent with his principals, to be effective, 
must not be solely that of a court of appeals. He must be a motivating 
force in the professional development of his principals and a unify- 
ing influence in their administration. The immediacy of the relation 
between the superintendent and his principals is an important deter- 
rent to the inertia and waste not infrequently characteristic of school 
systems in some cities. 

3. Relations of principal with intermediary administrative officers. 
The relations of deputy, associate, assistant, and district superin- 
tendents with the school principals are determined by the super- 
intendent, who invariably is clothed with power by the board of 
education to nominate assistants and to assign their powers and 
duties. The relations are both general and functional, depending on 
the organization of the central office. Some cities have secondary in- 
termediate officers functioning as district or regional superintendents 
or supervisory principals. The purpose underlying the establishment 
of this type of position is to secure more aggressive supervision of 
the local schools by the central office than was possible by the su- 
and his immediate assistants. 
dicates that the plan has failed in its purpose, as 
the tendency of the district superintendents has been to neglect su- 
pervision and to become subordinate administrators, who frequently 
serve only to interfere with the effective functioning of the principal 
in his relations with the central office. 

The conclusion is warranted that the relations of the principal 
the central office should be made as direct as possible. The 
*Jong-circuit" administrative relations between 
principals and the central office is conducive both to ineffective cen- 

tration and to the development of weak school 


tral office adminis 
principals. If the central office accepts the theory that schools will 


tain specific 


perintendent 
The evidence in 


with 
establishment of 
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be best administered if the principal is made the responsible head 
of the local school, then the relations which it establishes with the 
principal should be such as to develop initiative, responsibility, cg 
efficiency in local administration rather than inere clerical subservi- 
ency. 

The intermediary executive officer between the superintendent 
and the school principal should be clothed with central office power 
to deal directly with the principal in the functional relations pre- 
scribed. If these relations are supervisory, the central office intermedi- 
ary should function as a supervisor; if administrative, the official 
should function as an administrator and not merely as a “buffer” be- 
tween the principal and the central office. 

4. Relations of principal with central staff officers. Ce 
with special Supervisory functions were found in all cities. These su- 
pervisors are generally regarded as advisers or consultants to the 
principals and are seldom clothed with administrative power. In 
some cities supervisors visit the local schools only on call; in others, 
they visit on schedule but place themselves at the disposal of the 
principal while in the local school; in still others, thev visit on sched- 
ule as representatives of the superintendent and, although counsel- 
ing with the princip 


al and teachers regarding special problems, the 
advice which they offer is considered the e 


ntral officers 


quivalent of a command. 
The advancement of the standards of professional training of 


principals and teachers in large cities has tended to reduce in recent 
years both the number and the kinds of special supervisors. The su- 
pervisors of special subjects now function chiefly as curriculum di- 
rectors in the central office and as supervisory assistants to the princi- 
pal in the local school. 

The relations of the principal with these 
represent one of the most successful 
ministration. Through the speci 
training for both principals 
administrative conflicts resu] 
in the local schools have be 


special supervisory officials 
developments in city school ad- 
alized service established, in-service 
and teachers has been provided, while 
ting from the exercise of dual authority 
en avoided, By means of making the spe- 
cial supervisor a consultant to the principal, a feeling of mutual re- 
sponsibility between principal and Supervisor for the status of in- 
struction in the special field is developed, and co-operative relations 


between principal and central office are effected. Thus, the prestige 
of the principal as the intellectual leader of his school is enhanced, 
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the special work in the local schools is developed through the su- 
pervisory assistance and advisory service provided, and the work of 
the entire school system in the fields in question is unified through 


the method adopted. 
5. Relations of principal with assistants in the school. As schools 


have grown, thoughtful students of administration have wondered 
how many assistants a principal should have. The 1952 Yearbook of 
the American Association of School Administrators offers the follow- 


ing comment: 
E 


In a school which has 40 teachers it is impossible for one principal to 
be conversant with the work of each teacher so that he can coordinate it 
tely with the efforts of all the others (see Figure 1, Plan A). It 
be better organization, and it is probable that better instruction 
would result, if four or five classroom teachers were made resource con- 
sultants, each in charge of coordinating the instruction of a group of other 
teachers (see Figure 1, Plan B). In this way the span of control? would 
not be violated and the persons who were doing the coordinating would 
be recognized by their fellow teachers as superior teachers who could help 
them. The principal would coordinate the work of the consultants, deal 
with public relations. and coordinate the individual school with the school 
system as a whole. The consultative type of leadership proposed is not 
r the typical department head or'the assistant princi- 
The duties would not be clerical or adminis- 
d exclusively with instructional leadership.? 


adequa 
would 


identical with eithe 
pal as found in many schools. 
trative, but would be concerne 

Certainly this recommendation is a goal rather than present prac- 
tice in school organization. And if and when it is realized the princi- 
pal must be reconciled to losing his assistants. They will be in de- 
mand for administrative and supervisory positions in the local school 
and elsewhere. Whenever assistants are provided, they are directly 


responsible to the principal and carry out the duties he delegates to 


them. r A " 
6. Relations of principal with noneducational executives in cen- 
" a 


ffice. The relations of principals with noneducational execu- 
are the cause of much confusion and con- 
administration. The explanation is 


tral o 

tives in the central office 

siderable friction in city school 
1 » has come into the literature of business and civil 

2 “span of control" has come into i2 à U b i 

: The Ed =— that for effective administration there is a limit to the 

ss ree individuals from whom the executive may personally receive reports 
m c ‘hom he maj discuss and determine programs of action. 

Mr N: Dane 1E lucation Association, American Association of School Administra- 

lor ae School Superintendency (30th Yearbook). Washington; The 
s, 2 E I 


Association 1952, pp- 74-75. 
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Fig. 1. Typical Practice and Recommen 


ded Practice for a Single 
School Unit. 


usually found in the divided authority resulting from the dual or 
multiple organization of the central office in many large cities. In or- 


der to retain a semblance of “line” organization in the education de- 
partment of a dual or multiple system, relations between the princi- 
pal and noneducational executives are often routed through the 


superintendent or an intermediary educational executive. This rout- 
ing frequently results in delayed service and personal irritation, 


rding to the unit plan, the 
ational executives are func- 
asion but few difficulties, How- 
pl 
» Which usually makes the dealings 
of the principal with noneducati executives entirely indirect. 
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Obviously, the relations of the principal with noneducational ex- 
ecutives, whatever the central organization, should be both direct 
and indirect. With respect to procedures for which office policies are 
clearly defined, for example, payroll matters, emergency repairs, and 
requisitions within quotas or from standard lists, relations can and 
should be direct. Special requisitions involving expenditures not pro- 
vided for in regular budget items, matters of permanent repairs or 
replacements, supplies or equipment in excess of quota, and the like, 
properly should be passed upon by superior educational executives. 
The failure of the central office to differentiate clearly between rou- 
tine and exceptional matters in the relations of principals with non- 
educational executives doubtless accounts for much of the existing 
confusion in the minds of the persons involved. 

It is necessary to have “channels” whereby matters can be settled 
when interpersonal relationships go awry. Thus the principal can 
appeal to an assistant superintendent in charge of instruction if sup- 
plies are not furnished on time. Ordinarily he will deal with the busi- 
ness office unless the personal relationships have gotten out of hand. 
In theory, a principal has only one superior officer. Actually he acts on 
suggestions from—and gives suggestions to—dozens of persons in the 
school system when personal relationships are at their best. 

7. Status of principal determined by central office policy. From 
the generalizations already indicated, it is evident that the status of 
the principal in the local school is a reflection of the administrative 
theory of the central office. If the central office wants the principal to 
be the intellectual and professional leader of his school, responsibili- 
ties will be accorded to the principal commensurate with the influence 
which the central office desires him to wield. If, on the contrary, the 
ved by the central office as a "super" clerk, he will 
outine responsibilities, deprived of clerical assist- 
only as the titular head of the local school. 

While the theory is clear, practice reveals some strange inconsist- 
encies. For example, in a few schools the principal is held generally 
e for his building and its condition and yet he is given no 
authority over the custodial service except the privilege of reporting 
complaints to the business department of the central office through an 
intermediary executive. Even in the important educational matter of 
the choice of a teacher for a specific position in his school, the princi- 
palina number of the cities must accept the first person on the certi- 


principal is concei 
be weighted with r 
ance, and regarded 


responsibl 
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fied list or the person eligible to transfer. Only after a period of un- 
satisfactory service will the question of change in teacher assignment 
be discussed by the central office and transfer arranged. 

The adjustment of the teaching personnel to meet the specific needs 
of a local school is not infrequently a long-time problem to be solved 
by trial-and-error experimentation under a method of assignment and 
transfer that operates mechanically. The principal is held to strict 
accountability for the quality of instruction in his school despite the 
fact that he must work with the teachers which the central office 
sends. He is responsible to a greater extent than any other officer for 
the efficiency rating and for recommendin g teachers for promotion or 
dismissal. 

As a means of clarifying the status of the principal in the local 
schools, several of the school systems have provided administrative 
handbooks worked out by the principals in co-operation with the cen- 
tral office. These handbooks are a codification of rules and regulations, 
administrative interpretations, and supervisory directions to be used 
by the local school head asa body of guiding principles in administra- 
tion. 

Since the principal has become a key officer in city school adminis- 
tration, the question of his professional status is most important. As 
the local representative of the Superintendent, he can render his 

“greatest service to the school System of which his school is an integral 
part, not by being reduced to the status of a petty intermediary be- 
tween his school and a host of minor administrative officers subordi- 
nate to the superintendent, but as the responsible head of a local in- 
stitution where he strives to put into execution the policies of his 
superintendent with due regard for the needs of a particular school. 
The granting of a generous measure of local] autonomy in harmony 
with the character of the professional influence the principal is ex- 


pected to wield is therefore fundamental to Successful administra- 
tion in city school Systems. 


INFLUENCE ON ORGANIZATION OF PRINCIPAL'S 
CONCEPTION OF MANAGEMENT 

The discussion presented in the foregoing section indicates beyond 

any doubt that the organization of a school for efficient management 

is determined in whole or in part by the policies of the system of 

which the school is 4 unit and by the relations established with central 
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administrative officers. Some principals seek to make their school 
organizations conform to the pattern which the central office appears 
to favor. They put forth little effort to develop an organization which 
is most appropriate for their local schools within the policies of the 
system. Other principals, while attempting to employ the spirit of the 
central office policies in their school organizations, also seek to adapt 
their plans of organization to the general objectives of education and 
the needs of the individual school. The schools of these principals may 
embody many features of management that are entirely unique to the 
local system. The pattern of organization employed in a school may 
thus be partly determined by the conception of management of the 
school principal. 

Authoritarian Control. The oldest conception of management 
found in local schools is distinctly autocratic. The principal is limited 
in his power only by state law, board of education rules, and adminis- 
trative regulations. Since the state has generally left the management 
and control of local schools very largely to the discretion of boards of 
education, and the boards in turn have delegated the control chiefly 
to their administrative officers, a large concentration of power has 


inevitably become vested in those who are charged with managerial 


duties. 
This concentration of power is probably best illustrated by the au- 


he teacher in the early Latin grammar schools of 
the Colonial period and in the era of the “backwoods” district school. 
These teachers were given great authority over their pupils as well as 
over classroom procedures. That they used their powers almost 
without limit is clearly revealed by the testimony of those who were 
unfortunate enough to give either real or fancied offense to pedagogi- 


thority granted to tl 


cal dignity. 
When the principal ca 
schools the responsibility 


me into the school picture in town and city 
for student control passed largely into his 
hands, The head of the school also assumed responsibilities over 
teachers and classroom procedures, except those which were pre- 
scribed by board rule or the superintendent's instructions. The exer- 
cise of these managerial powers followed the pattern established by 
the earlier teachers, namely, autocratic rule. Thus, a tradition has 
hool organization and management that is 


become established in se : nt | 
inconsistent with the purposes of education. Both administrative 
officers and parents have found it difficult to slough off this tradition. 
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As a result, the institution which is intended to train the young for 
intelligent participation in democratic government often continues to 
habituate them in local schools to the processes of authoritarian con- 
trol. 

Principals who still adhere to the authoritarian conception of school 
management fool only themselves in thinking that their schools are 
efficiently controlled. Certain features of such control may 
over-emphasized: for example, the formation of lines whe 
enter and leave the building at intermission periods and at the begin- 
ning and close of forenoon and afternoon sessions, or the strict disci- 
pline of pupils in classrooms and in play activities. The students and 
the teachers in schools so administered must submit to a rigid regi- 
mentation sometimes approximating military control. The effects of 
such management on pupils and teachers are (1) complete subservi- 
ence to orders, (2) unnatural and artificial bearing and demeanor, and 
(3) the tendency to disregard orders when not under direct supervi- 


sion. Such control is effective only under the watchful supervision of 
the school head. 


The type of school control here described is r 


when the principal is benevolent in his attitud 
teachers, his methods are 


be greatly 
n the pupils 


apidly passing. Even 
e toward pupils and 
ineffective, since he overlooks the funda- 
mental principle of shared responsibility, Both the authority and the 
responsibility for the control of the school rest with the principal. It 
therefore matters little to individual students or teachers what the 
status of the control is at any given time. In the absence of the head, 
no one is disposed to assume a responsibility for which authority has 


not been conferred; the authority exercised by the head then goes into 
default. | 


Laissez-Faire Administration. The opposite of 
trol is found in schools in which the princip 
tration approximate laissez faire. These prin 


authority, frequently neglect 
Sponsibility, In schools so administere 


authoritarian con- 
als’ practices of adminis- 
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to custom; that is, it opens and closes at specified hours but the sched- 
ule of activities varies with the teachers, who are free to modify their 
program to provide for the immediate interests of the pupils. If some 
boy in an elementary school classroom, for example, suggests an ex- 
cursion to the near-by fish market and the majority of the class agrees, 
whatever the class may have been doing is dropped and the excursion 
is taken. Thereafter, as long as the experiences of the excursion con- 
tinue to hold the interests of the students, their activities will be 
dominated by "fish." When this interest begins to wane, a new interest 
is taken up, perhaps frogs. Thus, the temporary interests of the ma- 
jority of the students very largely determine their learning experi- 
ences. 

In some high schools there is found a condition virtually as serious 
as that just mentioned, in which the program of studies has developed 
largely in response to the requests of pupils. Large numbers of elec- 
tives are offered, from which the individual pupil is permitted to 
choose, with little attempt made on the part of the school head to 
provide the guidance which is generally recognized as essential to the 
best interests of boys and girls. Asa result some students may accumu- 
late the requisite number of credits for graduation without ever 
taking a course above sophomore level. Unrestricted freedom to 
choose has thus deprived the student of his opportunities to secure 
the general education which the social order maintains the schools to 
provide. Laissez-faire administration must therefore take the re- 
sponsibility for permitting this miscarriage of school purpose. 

Broadly speaking, the practice of such administration in either ele- 
mentary or secondary schools can scarcely be regarded as education- 
ally respectable, although a few principals may be found who ap- 
prove the types of freedom reported in the foregoing examples. They 
justify their practices on the ground of their disbelief in authoritarian 
hing to the opposite extreme to find a solution to an un- 
satisfactory situation, they have merely seized the other horn of an 
unfortunate dilemma. Solutions to administrative problems cannot be 
reached so easily. By adopting laissez faire they have failed to recog- 
nize the fact that the responsibilities of principal, teachers, and stu- 
dents for the management of the school differ greatly and that there- 
fore their authority must differ. The age-old principle that authority 
and responsibility should be commensurate is entirely overlooked. 

The principals who administer their schools according to the meth- 


control. In rus 
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ods of laissez faire have erroneously assumed that the experiences 
thus received by their teachers and students provide the best training 
for participation in democratic processes. That the training provided 
is fully as satisfactory as that received under autocratic control 
might "be conceded in the absence of authoritative evidence. How- 
ever, both methods are unsatisfactory in that they fail to provide the 
school experiences needed by pupils for life in democratic society. 
Democratic Participation. Since neither authoritarian nor laissez- 
faire management provides the type of control needed by a school to 
realize its objectives, some other type must be provided which will be 
in harmony with the major purposes of public education. This type 
has long been recognized in theory but has been difficult to find in 
actual practice except in certain innovative schools. In recent years 
most principals have recognized the importance of training their 
students for participation as citizens in democratic government. Ac-. 
cordingly they have attempted to organize their schools as labora- 
tories in which boys and girls can secure, under guidance, experience 
in self-government as well as an understanding of democratic gov- 
ernment through instruction in classrooms. The application of this 
theory in practice has been difficult in many schools because of the 
reluctance of some principals to try experiments that might bring 
criticisms from the public and the inability of many teachers to co- 
operate understandingly in making their classrooms a part of a school 


laboratory in which the theory and the practice of democr 
ment are effectively integrated, 


atic govern- 

Most of the attempts of principals to organize their schools for self- 
government through the adoption of plans such as the commission 
form of government, school republies, and school cities, have failed to 
accomplish the purpose for which they were established. Students 
have not been able to make the transition from the customary au- 
thoritarian form of school and home control to that of almost un- 
limited freedom. Moreover, some of the forms mentioned have intro- 
duced the students to a type of regimentation which has been so 
artificial and barren in its motivation that the boys and girls have 
generally preferred to abandon it and return to authoritarian control. 
The reason for the failure of the plans is that the students were not 
prepared for the assumption of the responsibilities they were ex- 
pected to bear. Furthermore, the teachers and parents have often 
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been unfriendly to the plans because of lack of understanding and 
therefore have not co-operated effectively. 

Instead of beginning with some plan or form of self-government, 
the modern principal starts with participation in class and school ac- 
tivities and gradually extends the opportunities of the students to 
co-operate in school enterprises and to bear responsibility. Not all 
teachers and certainly not all students are equally prepared for effec- 
tive co-operation in democratic administration. The task of the princi- 
pal thus becomes one of evaluating the status of his teachers and stu- 
dents for participation and of delegating to them such responsibilities 
as they are able under supervision to bear. In so doing, the impor- 
tance of the development of the individual teacher and pupil must not 
be overlooked. 

The assumptions which underlie democratic administration are (1) 
universal respect for an individual’s worth and dignity, regardless of 
his race, creed, or social status; (2) increasing emphasis upon ways 
and means of co-operating for the common benefit; and (3) stress on 
the development of each individual's potentialities in sofar as they do 
not conflict with the common welfare. If these assumptions are ac- 
cepted, it follows that all the personnel of a school must be fairly 
represented in policy making and appraisal. It follows, too, that per- 
sons should be assigned to tasks in which their special aptitudes may 
be utilized most effectively, and that the facilities should be arranged 
to serve best the needs of the entire community. 

In some cases participation calls for representation from parents, 
teachers, and students in an all-school elected student council. In 
cases which involve policy concerning the welfare of the staff, repre- 
sentation of teachers, selected by teachers who are privileged to speak 
without fear of administrative displeasure or reprisal is re- 
mocratic participation requires the constant flow of ideas 
hool to students, patrons, and employees, in both oral and 


freely 
quired. De 
from the sc 


written form. 
This does not mean administration by committees. When, for ex- 


a policy with respect to supplies has been agreed upon by a 
the policy becomes administrative practice and 
is reduced to routine. Everyone concerned is informed, probably 
through the administrative bulletin discussed in Chapter 3, and the 
policy is carried out through the regular administrative channels. 
With respect to the development of curriculum materials, demo- 


ample, 
representative group, 
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cratic procedure may involve intensive study by a group of teachers 
and the principal both in the school and in a curriculum laboratory 
or workshop. The assistance of specialists may be secured, and an in- 
dividual may eventually agree to edit the tentative course of study. 
These, then, become the basic materials, developed co-operatively. 
After they are approved by the Board of Education they are placed 
in use through demonstration lessons, conferences, classroom visits on 
call, and teachers’ meetings. There is no dictation of teaching materi- 
als by an administrative officer, such as occurred in former decades. 
Rather there is co-operative selection by all interested persons. 
The widest possible participation in management on the part of all 
the members of the school community should be encouraged by the 
principal, although at no time should participation be forced. Oppor- 
tunities should be provided for participation in planning as well as in 
execution. This is the democratic method of facilitating growth. One 
achievement by an individual increases both the desire and the ability 
to realize other achievements. Thus, the personnel of a school com- 
munity is trained to bear responsibility and to assume authority 
through participation—the only method known to be successful in 
preparing individuals for social responsibility. 

In large schools especially, principals are often tempted to sacrifice 
the rights of the individual to participate in school management for a 
type of control by a few highly selected individuals which guarantees 
efficient administration with little waste motion. When this is done 
the control ceases to be democratic, although it may be benevolent. 
In order to keep the control democratic, the principal must constantly 

. Strive to have it exercised both by and for the individuals who consti- 
tute the school group, 

One form of organization for democratic participation that has 
been very effective is the Principal’s Council or the Building Advisory 
Committee. Such a committee, elected by the teachers to meet regu- 
larly with the principal, may consider school problems. Policies which 
are co-operatively developed are then put into practice. Probably 
such a council can best be inaugurated if it is charged with the re- 
sponsibility for solving one immediate problem which is of concern 
to the group. Such a problem might be conduct in the lunchroom, 
SU of the building, providing suitable recreation, or revising the 
curriculum to meet the needs of a group of children who were obvi- 
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ously not well cared for, so long as the group recognizes the problem 
as real. 

Muskowitz describes the difficulties of organizing teachers’ coun 
cils in New York City and the amount of interest in and opportunities 
for participation in one of the schools in that city (Table 1). 


Table 1 


TEACHER INTEREST IN, AND OPPORTUNITY FOR, 
PARTICIPATION IN ADMINISTRATION® 


Per Cent of 
Classroom Teachers 
Desiring Actually 
Planning Area Participation Participating 

Evaluating pupil progress 100.0 100.0 
Determining promotion policies 68.7 40.8 
Preparing daily programs 68.4 65.8 
Preparing salary schedule 68.0 22.4 
Selecting textbooks 67.5 64.1 
Building and evaluating courses of study 66.3 76.1 
Selecting and administering tests 65.6 45.9 
Planning and cay teacher meetings 62.6 30.7 
Determining playgroun supervision practices 58.8 45.8 
Planning system-wide staff meetings 56.8 28.9 
Preparing a budget 55.6 10.9 
Planning school buildings 42.9 9.9 
Assigning teachers to buildings and grades 35.4 9.3 
Evaluation of teacher's growth 32.1 119 

31.4 15.6 


Preparing the school calendar 


A principal who looks at the list cannot fail to conclude that teach- 
ers have a great interest in sharing in the democratic development in 
the administration of the school. Opportunity will vary from school 
to school and from time to time. For example, if no building is pro. 
jected, helping to plana building is precluded. But there is no school 
in which no opportunities exist to harness the energies and abilities 
of the teachers in solving mutual problems. Logsdon® describes a very 
successful teachers’ council at Shorewood, Wisconsin. The members 
are selected by departments with one-third of the members new each 
year. The total membership is 17; the council meets monthly from 
3:30 to 5:00 p.M. Items which have been considered include student 


5 S, D. Muscowitz, “The Teacher's Council and Democratic Administration," 
Bulletin 167 (January 1950), National Association of Secondary-School Princi- 


pals, p. 136. s . 
6 J. D. Logsdon, “The Advisory Council, Bulletin 174 (December 1950), Na- 


tional Association of Secondary-School Principals, pp. 36-41. 
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activities, assemblies, curriculum revision, the school budget, fraterni- 
ties, public relations and the daily schedule. The council has been 
helpful in finding solutions to problems and in sensitizing teachers to 
the complexity of the administrative problems in a large high school. 

One matter must be clearly understood: the responsibility for mak- 

ing policy carries with it the duty of supporting the policy when it has 
been decided on by the group, and of personally doing all one can to 
make it effective, Policy making without the responsibility of support 
is dictatorship—the assumption of authority without responsibility. 
Too often individual teachers have felt that because they disagreed 
personally they did not need to support a policy even though it was 
agreed to by their representatives or by the majority of the entire 
group. Such procedure is the direct contradiction of democratic 
action, which means support of the majority position with the right of 
criticism restricted to the representative group and not extended to 
the general public, which may not know the issues involved. The 
privilege of freedom of speech does not, nor can it ever, mean the 
right of unrestricted criticism outside the group by one who is a mem- 
ber of that group. Once a policy has been settled, and the opportunity 
of being heard has been fulfilled, the teacher must support the policy 
or common decency demands that he resign from the group. There- 
after any desired criticism is legitimate. Perhaps one reason why 
teachers have been so free to criticize their principals and superin- 
tendents is that they have had so little opportunity to participate in 
policy making. 

This does not mean that the individual does not have the right to 
try to have the policy changed by the group that formulated it. The 
right of a minority to change its status to that of the majority is un- 
questioned. But it should be done in the proper manner. One has an 
obligation to obey the law; if he disapproves of the law he has the re- 
sponsibility to try to have it changed while still obeying it. 

In many of the more forward-looking school systems the principal's 
council has been expanded to a city-wide policy group advisory to the 
superintendent. The members may be elected by the faculty members 
in a building, elected or appointed by the teachers’ organizations from 
the membership in any manner which is recognized AS representative 
of the group. Sometimes the clerical workers and custodians are rep- 
resented, as, indeed, they should be. Certainly the central supervisory 
group and the principals should be represented in such a council. In 
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such a group they may with propriety participate in the formulation 
of policy in such matters affecting themselves as salaries, curriculum 
content, and teacher welfare. 

Relationship to the Superintendent. Again it is only fair to men- 
tion that the principal has the responsibility to carry out the policies 
which are formulated by the superintendent and his associates and 
approved by the board of education. In progressive systems princi- 
pals are regularly consulted by the superintendent through meetings 
or in conferences before major educational policies are changed. Here 
is where differences in viewpoints are compromised or clarified. There 
is not only the right but the obligation to present and defend vigor- 
ously a point of view which differs from that of the superintendent. 
The principal is the direct appointee of the superintendent; his view- 
point is desired. But though the principal still disagrees when the 
policy has been adopted, he has the responsibility of supporting it 
actively and publicly. If he cannot support it publicly and endeavor 
to make it succeed he has no alternative, as a man of character, but 
to sever his connection with the school system so that someone who 
can and will support the policy may have full opportunity to do so. 
Should a principal with ideas be appointed in an autocratic system, 
where his ideas are not wanted, and fortunately the number of such 
school systems is decreasing steadily, he need not be disheartened. 
If his ideas are rebuffed, he can readily find more congenial and 
challenging opportunities in another position where he can continue 
to grow. 
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3. 
PLANNING THE YEAR'S WORK 


THE NATURE OF THE PRELIMINARY WORK 

The amount of work to be done in the principal's office before 
the opening of school depends upon the efficiency of the school 
organization during the preceding year, the familiarity of the prin- 
cipal with that organization, and the care and foresight exercised 
by the principal in closing the previous year's work. 

If a high school has been well organized, students will have had 
guidance in the selection of courses, the schedule will have been 
made, and the athletic schedule for the autumn will have been ar- 
ranged. In all well-organized schools supplies, equipment, and 
textbooks will have been ordered and inventoried, and repairs and 
redecorating will have been arranged for and completed. The nec- 
essary teachers will have been hired and assigned, unless there are 
last-minute resignations or deaths, so that the principal need not 


ordinarily concern himself with securing new teachers. The perma-| 
nent cumulative records will show the placement of every child | 
enrolled during the preceding year, standard test results will be; 
available for guidance purposes, either on the permanent record. 


or in some other easily accessible form. In addition, health records, 
age-grade distributions, and records of attendance generally will 
be found. Reports from other schools about pupils who are en- 
rolling will frequently be available. 

In particularly well-organized schools the principal, if he is new 
to the position, may expect to find the annual reports of his predeces- 
sor to the superintendent, copies of the administrative bulletins of 
the preceding year, certified accounts of the extracurricular or petty 
cash accounts, and complete records on the training of all teachers 
and their fitness for specific tasks. Information will also be available 
about ability grouping, if it has been practiced, about serious work 
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with curriculum reorganization, or other experime 
which the faculty has been engaged. 

Before School Opens. How long the principal will need to work 
in his office before the opening of school will depend on his experi- 
ence in school administration, the size and complexity of the school 
organization, and the adequacy of the preparation made during 
the closing period of the preceding year. The period of time will 
range from a few days to several weeks. The principal new to his 
position will do well to spend more time than he considers a mini- 
mum essential to insure a smoothly functioning school on the open- 
ing day, even though his predecessor has carefully planned all the 
details, 

Undoubtedly the most pressing problem in planning a year's 
work, particularly at the high school level, is the schedule of classes, 
If no schedule is available for the ope 
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the school term in such fashion that the next term will begin aus- 
piciously. In the discussion that follows, the duties have been con- 
sidered as though the year consisted of one term. In most large and 
medium-sized communities many of these duties occur twice a 
year, since semiannual promotions are frequently the rule. 

Problems of Opening of School. Of all the problems faced by a 
principal, those connected with the opening of school are probably 
the most onerous. Opening the school term is especially difficult 
for the principal on assuming a new position because of his un- 
familiarity with the local conditions. But even after years of service 
in a position the principal cannot neglect the planning of the ac- 
tivities incident to the successful launching of a new year's work. 
The way in which the school term opens will have a profound effect 
on students, teachers, and patrons. The ideal is to have the new 
term open as though school were merely being resumed after a 
week-end recess. While it is scarcely probable that a new term can 
be opened with as little confusion as this, it is possible to have the 
school operating on the afternoon of the first day as though it had 
been in operation indefinitely. 

However, in many schools confusion is evident in all parts of 
the organization. ln extreme cases there are teachers without stu- 
dents, classes without teachers, class sections with enrollments twice 
the capacity of the room. The teachers are handicapped because of 
shortage of supplies, lack of books and equipment, and improperly 
classified students. In many schools it is the custom to close school 
at noon of the first day to allow the principal and teachers to or- 
ganize the work so that it may begin properly on the second day. 
In other schools it is the custom to operate on a half-day schedule 
for the first week, to make adjustments during the afternoon ses- 
sions, and to begin complete operations at the opening of the sec- 
ond week. In isolated instances, principals who have served for sev- 

l years in a community have not had their schools properly or- 
we s t the end of six weeks. Such a waste of the students' time 
ego riy is inexcusable. It is, in fact, ample justification for 
releasing from his position an obviously —€— principal and 
for securing one who is competent to open the school term with a 
minimum of delay in effecting organization: 

Since there are always shifts in pupil panal due to changes of 
residence, the principal must be prepared to accommodate a some- 
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what different pupil personnel from the one which was present at 


the close of the preceding school term. There usually 
changes in the teaching staff due to 
The summer activity of the custodial 
equipment from customa 
in all probability have be 


of the preceding term. 


Orientation Week. During the past decade the orientation weck 
or pre-school workshop has become standard practice in outstand- 
ing schools throughout the nation. Usually part of the week is re- 
served for requisitioning books, preparing the visual aids for class- 
room learning and “getting ready” for the opening of school. This 
may include the registration of students; such a procedure is most 
important in making new students, particularly at the kindergarten 
or first grade level, feel at home when school opens. Generally a 
part of the week, and under ideal arrangements a second week, is 
set apart for conferences between classroom teachers and super- 
visors, building meetings of principal and teachers, and profes- 
sional study, Frequently persons from outside the school system 
are brought in for several days to assist the faculty on an in-service 
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of beginning and closing the school day, the curriculum and ma- 
terials of instruction to be used, rules and regulations of the local 
school system, and such other information as the central office 
finds desirable to place in the hands of the principal will be avail- 
able. 

Information within the Building. Further information about prac- 
tices in the local school can be secured from the clerical force and 
the administrative assistants, if there are any; and more can be 
gleaned from the official records in the office. It is usually advisable 
to keep intact all former administrative practices which are not 
definitely harmful and to make only such changes in administra- 
tive organization as sound educational procedure requires. If a new 
principal follows a strong executive, he should certainly start with 
the organization which was in force, and change it only when he 
is certain that improvement will follow. 

Additional information can be secured by a careful inspection 
of the building in company with the custodian. The heating, venti- 
lating, cleaning, and lighting systems may well be inspected on 
this tour of the building. It will also prove worth while to inspect 
the fire alarm system and to see that exit signs are posted in all 
rooms. The clock signal should be inspected, supplies should be 
checked, and textbooks inventoried, if this has not already been 
done. It will be advisable to see that all service facilities, such as 
lavatories and drinking fountains, are in working order and that 
the school lunchroom is ready for service. 

It is advisable to become acquainted with the members of the 
custodial staff to see that they know their duties and that they are 
prepared for the opening of school. In systems where enrollments 
fluctuate considerably, the custodians will have considerable work 
in providing seating for rooms having increased enrollments. The 
each room should be adequate to care for the num- 


equipment in 
d girls who may be expected to enroll on the open- 


ber of boys an 


ing day. a 
In many schools, particularly secondary schools, it will be neces- 
sary to arrange for students who do not live in the district and who 
are not entitled to attend without tuition charge. This can usually 
be most conveniently cared for before the opening day of school. 
Assigning Teachers. If each teacher is assigned a home-room, the 


teacher's name and his subject or the grade and hours of use of the 
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proper diagnosis of such defects should be made by medical practi- 
tioners who can prescribe proper remedial treatment. There is every 
reason why the local school staff should have access to competent 
medical officers to diagnose the needs of the physically handicapped. 
All children with low achievement should be given a thorough physi- 
cal examination, and many should have careful and expert psycho- 
logical diagnosis as well. Fortunately, medical service is becoming 
available to more school systems each year, and it may be expected 
to be even more frequent in the future. 

Intellectual Factors Which Condition Learning. The intellectual 
level of a child determines to a large degree his success in school and 
influences to a far larger extent than it should the degree to which 
his school experience will be a happy one. It can be shown that the 
differences in mental age between dull and bright children become 
progressively greater as children advance through the schools. The 
two groups of children profit best from different kinds of teaching 
materials and methods. Bright children can better appreciate and 
enjoy abstractions than can the dull. They prefer long units of work, 
whereas the dull prefer day-to-day assignments. The bright usually 


have greater social or physical gifts than the dull, but these are not 


always apparent, since the bright are often compared with other 
children who are older but less able. 

It is emphasized, too, that differentiation of method and material 
is not only advisable but highly desirable if the most effective learn- 
ing is to take place, Proper differentiation of material is much less 
frequent than is method, but both are practiced less extensively than 
they should be. When children who differ markedly in ability are 
fitted into a common mold, it is small wonder that some fail to learn 
promptly and with ease or that others fail to learn at all. Some chil- 
dren are so defective that they must be cared for in special classes 
where the method and materials are especially adapted for their use- 
The intelligence of children is usually expressed as an intelligence 

g the mental age obtained on a group 
chronological age. 


perhaps one should say bitter, controversy 
over whether heredity or environment is chi 


telligence c. 
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extreme positions on either side of the nature-nurture conflict, and 
particularly the belief that heredity alone is responsible for growth, 
are becoming increasingly untenable. Both nature and nurture have 
an influence on the ability to learn; which is the more important need 
not be a matter of concern here. But the measurement of intelligence 
of all children as a regular administrative procedure is a necessary 
preliminary to teaching and an indispensable prerequisite for edu- 
cational diagnosis and remedial treatment. 

Factors Associated with Learning Disabilities. When a child who 
is normal in intelligence progresses normally in most areas, but fails 
to learn in another, it may well be suspected that a learning difficulty 
is present. Very often a child who is not progressing satisfactorily 
will show a lack of interest in the subject in which he is deficient. Such 
lack of interest in, or dislike for, a subject often constitutes fair warn- 
ing to a teacher or principal that educational diagnosis is necessary. 
Frequently the results from a battery of tests will confirm what sub- 
jective judgment has suspected. If a child has test scores showing 
eighth-grade ability in arithmetic, seventh-grade ability in spelling, 
but only fifth-grade ability in reading, there is objective evidence of a 
reading disability which might be suspected if the- child shows no 
interest in free reading, dislikes or shirks his reading assignments, 
or does poorly in social studies in which reading is important. 

When the disability has been determined, an attempt should be 
made to discover the cause in order that remedial treatment may be 
applied. The cause of the disability may be physical, intellectual, 
emotional, or pedagogical. Many such disabilities are pedagogical. 
A complete test record for every student, kept in usable form, facili- 
tates educational diagnosis. The necessity for complete cumulative 
records for each child has been emphasized repeatedly. It is one of 
the prerequisites for successful teaching. 

Pedagogical Factors Associated with Learning Difficulties. Factors 
which condition learning difficulties are often associated with ma- 
terials or methods of teaching. Instructional materials may be inadé- 
quate or inappropriate. Much of the drill materials provided in tool 
subjects has not been properly differentiated to care for individual 
differences. It has been emphasized repeatedly that differentiated 
materials are needed to care for individual differences among stu- 
dents. In many classrooms the supplementary materials are very 
meager, if they exist at all. Investigations have demonstrated that ex- 
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room should be placed on the door. It is also advisable to see th 
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meetings, or the social committee), chaperoning or attending school 
parties, assignments to extracurriculum duties, dates for group 
and general teachers meetings, the official school calendar, a list 
of assemblies (if they are planned in advance), procedure for teach- 
ers in case of personal illness, procedure for teachers if contagious 
diseases are suspected in children, the code for students, and pro- 
cedure for securing janitorial service in addition to that regularly 
furnished. The report forms used by the teachers in the school may 
well be illustrated on separate pages, with explanations of how and 
when they are to be used. 

Such an administrative bulletin is invaluable in that it furnishes 
a handbook for new or substitute teachers, acts as a reminder to 
teachers who have served in the school, and causes the principal 
to think through the administrative routine for the year. How elab- 
orate such an administrative bulletin should be will depend on the 
size and complexity of the organization of the local school and the 
completeness of the teachers’ handbook furnished by the central 
administration. 

In some cities the central administration publishes a handbook in 
which space is allowed for the local school principal to duplicate 
a section for distribution to the staff. 

It may well be repeated for emphasis that the preparation of an 
administrative bulletin or handbook will serve to focus attention 
on all the details which need to be faced before and after the open- 
ing of school. For a new principal it will prove invaluable to think 
through the routine organization of the school and to know what 
reports are to be made, what duties are assigned, and to whom 
they are assigned. For an experienced principal it will tend to pre- 
vent the overloading of any details. 

Preliminary Teachers’ Meeting. When an administrative bulletin 
has been prepared and distributed to teachers in advance of the 

it is the practice in some schools not to hold 
f teachers before the opening for routine admin- 
In some forward-looking cities the central ad- 
aced the “opening teachers’ meeting” with an 


opening of school, 
general meetings o 
istrative purposes. 
ministration has repl 
orientation program. 

If teachers’ meetings before the opening of school are the policy, 
they should be made as profitable as possible. Such a meeting is not 


the time or place for a detailed statement of educational aims and 
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objectives. The local meeting should be short, as teachers will 
probably wish to spend some time in arranging the classroom, in 
securing their quota of supplies and books, and in organizing their 
work for the opening of school. At such a meeting, the statement by 
the principal should be brief and general, with a warm welcome 
to the new members of the staff and ample time for the questions 
which some teachers will surely ask about the opening of school, 
no matter how carefully the administrative bulletin has been worked 
out. By placing all announcements in a bulletin the principal can 
facilitate the teacher's preliminary work and cause her to begin 
her duties with enthusiasm. 

Teachers' Meeting at the End of the Opening Day. It has been 
traditional to hold a teachers meeting at the end of the first day 
of school to discover what provisions had proved to be unsatisfac- 
tory, where there was serious overcrowding, and the like. Such 
meetings are unnecessary if careful planning for the opening of 
School has been undertaken by the principal. Teachers should not 
be burdened with a routine administrative meeting at the end of 
the first day. It is far better to deal individually with the few teach- 
ers who have problems rather than to detain the entire group. 

Duties Assigned to Teachers. Permanent members of the teaching 
force who are familiar with the routine of the school should be as- 
signed on the opening day to care for specific duties that the prin- 
cipal cannot conveniently care for in person. In the elementary 
school may be mentioned supervision of the playground and the 


building. One or more of the specially qualified members of the 
staff may be assigned to classify by 
dents who are new to an eleme 


ant principal may be assigned to registration and program-making 
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school systems such reports are required each day of the first week. 
In either case a convenient blank sent to the office by all teachers 
will facilitate the assembling of the enrollment data. 

Handling Students Who Have Removed Deficiencies. Before the 
opening of school, provision must be made for reclassifying stu} 
dents who were failed at the end of the year and who have re- 
moved their deficiencies by attendance at a summer session or 
by tutoring. In the latter case they should report to the school or. 
demonstrate their competence by testing. To leave them until after 
the opening of school will necessitate reclassifying some and re- 
arranging the programs of study of others, a procedure which is 
wasteful of student time, conducive to poor morale, and the cause 
of unnecessary difficulties for the principal in the early days of the 
year. 

Delegating Some Duties to Students. The more mature and re- 
sponsible boys and girls may well be assigned to act as guides for 
the pupils who are new to the school. If a student council has been 
organized, it can be used to help orient new pupils. In some schools 
“big brothers" and “big sisters" are assigned to all entering students 
to show them the locations of lockers and rooms and to acquaint 
them with the routine of school procedure. Such an arrangement 
makes the first day or days easier for an entering student, who may 
well be bewildered. It tends to build a wholesome spirit in the 
school. 

Transfer Students. Although the principal has delegated many 
duties for the opening day of school, there will be a multitude for 
which he is personally responsible. It is entirely possible, for ex- 
ample, that he may need to arrange for substitute teachers because 
of unexpected illness on the part of members of his faculty. Even 
though some permanent members of the teaching corps, thoroughly 
familiar with the classification procedure in use in the school, take 
care of most of the transfer students who appear, there will be baf- 
fling cases which will of necessity be referred to the principal's of- 
fice for decision. The transfers are likely to cause more work and 
confusion on the opening day than the regular students. 

In elementary schools it is good procedure to furnish the teacher 
with a list of boys and girls who were regularly promoted to her 
room. These students normally report to the room to which they 
have been assigned, and the beginning students are sent to the 


i 


58 PLANNING THE YEAR'S WORK 


kindergarten or first-grade room, depending on which one is the 
initial grade in the system. Transfer students may be classified by 
the teachers in charge of that procedure and assigned to specific 
grades for which they appear best fitted, with the understanding 
that reclassification may be expected later. The class teacher then 
adds the names of the transferred students to those who were reg- 
ularly promoted, deletes those names which were furnished her 
as transfers to other schools, and has her class roster. 

In secondary schools it is a frequent practice to ask transfer stu- 
dents to report to the school before the opening day so that they 
may be assigned to class before the initial session. This will mitigate, 
but will not entirely relieve, congestion and confusion on the open- 
ing day, since there are always some pupils who will not appear as 
requested. These students must be assigned to classes, programs 
must be made, and their names must be inscribed on the class lists. 
It is good practice, as in elementary schools, to furnish each teacher 
with a list of the students who may be expected to appear in his 
class. The late registrant must be provided with evidence that he 
is enrolled in a specific class so that the teacher may enter him on 
the list. He must also be provided with guide service to his first 
class. It is advisable to have teachers exclude individuals who ap- 
pear but whose names are not on the list, as some will certainly at- 
tend classes in which their friends are enrolled rather than those 
to which they are assigned, unless they are prevented from doing 
so by the administrative procedure. The principal, or someone dele- 
gated by him, must deal with these stragglers, The details are re- 


served for the next chapter, as they can more conveniently be 
treated in the discussion of schedule-making, 


he rush starts. By do- 
School administration 
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opening day of school; besides, he will have cleared the way for 
the day's business. 

In order not to overlook some of the responsibilities which he 
must discharge on the opening day, the principal should prepare a 
list on which they can be checked off as they are performed. The 
list should contain only those duties considered essential to the 
successful opening of school and which should not be neglected be- 
cause of emergency duties more urgent in character but less im- 
portant. What these duties would be in a specific school depends 
on the condition of the building, the philosophy of the principal 
with respect to school administration, and how well the prelimi- 
nary planning has been done. Among these duties would be care 
for transfer students, inspecting the work of teachers new to the 
school, inspecting lunch room conditions, observing the halls dur- 
ing intermissions, considering reports of enrollment, and supervis- 
ing transfer of students and equipment. To these, any principal must 
add those which are special duties in the local school. 

Responsibilities of the First Week. During the first week the prin- 
ecessary to make many adjustments in individual 
in balancing class sizes, in adjusting classroom 
equipment and supplies, and in checking students who were ex- 
pected in school but have not reported. These duties are arduous 
in schools located in communities which have rapidly shifting popu- 
should not be permitted to take all a principal’s time. 
In well-organized schools it is quite possible for the principal to make 
supervisory visits of an inspectorial nature as early as the afternoon of 
the first day. It is possible and also desirable that all the new teachers 
be observed during the first days of the new session. Making a list of 
the duties which should be performed during the first week will 
prevent the neglect of such duties through oversight. 

In many schools locker keys are issued to the students during 
the first week of school. While it is preferable to have the locker 
kevs or combinations of locks checked out through the homeroom 
as the first order of business on the first day, this may not be possi- 
if deposits are required to insure the return of the 
t the end of the term. In such a case the proper pro- 
cedure should be explained to the bovs and girls by the teachers 
through a bulletin and provisions should be made for the orderly dis- 
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In schools which do not close at noon for the lunch 
be necessary to announce which pupils are to use the v 
periods, since very few schools have lunch roo 
accommodate the entire school enrollment 

Some writers have advocated opening the first day of school with 
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anized and functioning student councils, the 
members of the council can help materially in caring for the de- 
tails of seating, salute to the flag, reciting the student creed, or 
other items which are traditional in the local school assembly. If 
the assembly committee is a smoothly functioning organization, the 
opening assembly will be followed by 
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arranged in sequence rather than allowed to pile up at certain 
times or fail to be carried out because of lack of time. A representa- 
tive committee of teachers and students working under the direc- 
tion of the principal, or the director of activities if one has been 
appointed, should carefully canvass all possible events such as 
athletic contests, parties, class plays, lyceum numbers, or any other 
activities which are sponsored, and arrange a calendar, which 
should be duplicated and distributed throughout the school. 

After the calendar has been adopted, it should be adhered to ex- 
cept for extraordinary reasons. Planning the calendar during the 
first month has been found advisable. It is also desirable to plan 
a procedure of checking the success of parties and social affairs so 
that improvements may be planned in the execution of similar af- 
fairs in the future. Planning a check-up at the time the social cal- 
endar is adopted will focus attention on desirable procedure at 
social events for both students and faculty sponsors and will facili- 
tate the success of the events. 

Checking Materials for Teachers. Inasmuch as equipment, sup- 
plies, keys, and the like must be issued to teachers at the beginning 
of the school year, something will certainly be overlooked unless 
a check list of the items to be delivered to teachers is prepared. In 
schools which have clerical service, such a device will enable the 
clerk to do her tasks more effectively. Likewise, in the early days 
of school so many reports are required from teachers that a list 
should be prepared showing horizontally across the top of the page 
what items are required and along the side a list of the teachers. It 
is then a simple matter to check off the items as they are turned in 
by the teachers. This furnishes an easy means of reminding those 
teachers who have forgotten to make the necessary reports. 

In schools where a daily bulletin of information is prepared— 
and this will include most medium-sized and large schools—remind- 
he daily bulletin that certain reports or rec- 
ords are due at a certain time. Not all teachers perform clerical 
duties with promptness. Reminders in the bulletin will prove help- 
ful; with a few it may be necessary to deal individually. It is not 
at all impossible to have a large faculty turn in records and re- 
ports promptly and in acceptable form if the principal gives ade- 
quate instructions a$ to when and how the records are to be deliv- 
ered, checks up on the reports, and deals with the laggards with 


ers may be inserted in t 
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firmness and tact, using objective evidence to point out individual 
weaknesses. 


DUTIES THROUGHOUT THE YEAR 
At some time during the first month, prefer. 
the.extracurricular activities should be organized. A bulletin describ- 
ing these activities should be prepared to assist the students in mak- 
ing their selections, unless a handbook is available. The extent of the 
program will depend on the size of the school and its philosophy. The 
responsibility for organizing the program rests with the principal or 
the person to whom he has delegated it 
It will also be necessary to plan the Supervisory program with the 
teachers so that it may be focused on specifie problems which are 
recognized by the teachers and principal as being of great importance 
in improving the instruction furnished to boys and girls in the local 


school. This planning, too, should be done as soon after the opening of 
School as possible, 
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the procedure recommended by the state high school athletic associa- 
tion. 

Informing Parents of Deficiencies of Prospective Graduates. In 
secondary schools it will be necessary to keep parents fully informed 
concerning the progress of students who hope to graduate but whose 
prospects for doing so are very dim. By sending written notices to 
parents and by holding personal interviews with the individuals 
concerned to help make adjustments, the school has fulfilled its ob- 
ligation and has prevented false hopes.from arising in the minds of 
these students and their parents. It is only fair that the parents should 
be warned. To allow them to believe a boy or girl will graduate, and 
then, without warning, exclude him because of some belatedly dis- 
covered condition is certainly poor administration. Notices that 
students may not graduate should first be sent to the home not later 
than the middle of the last semester, and preferably they should be 


sent much earlier. 


CLOSING THE SCHOOL YEAR 

Students who Must Leave before School Closes. A frequent prob- 
lem for the principal at the end of the term is dealing with students 
who for some reason may desire to leave before the closing day. The 
reasons will vary. Some must go to work; others may have an un- 
d chance to make a pleasure journey. Whatever policy is to be 
adopted must be based on local considerations. The point which is 
emphasized here is that some procedure for handling these cases and 
some provision either for their completing their work later or for 
recording it as complete should be thought out before the end of the 
year. 
The Close of School. It is just as necessary to prepare for the end 
of the school term as to prepare for the opening of school. Probably 
the best procedure to follow is to include all necessary announce- 
ments relative to the closing of school in a bulletin which is issued to 
all teachers sufficiently far in advance of the close of school so that 
]l not be unduly rushed in compiling the necessary records. 
requirements in a bulletin will insure the principal 
g to secure information which he should have on 
file in the office. Such a bulletin should be issued at least a month be- 
fore the end of school and a check list should be prepared on which 
may be recorded those items that teachers have completed. 
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As a list of topics for such a final bulletin to teachers, the following 
is suggestive: 


1. A résumé of the grading system. 

2. Instructions for filing in the office the final reports of student 
progress. 

The final examination schedule, if such examinations are held. 
Lists of students, to be filed by subject or grade. 

Procedures to be followed in collecting textbooks. 

Collection of fines on misused books. 

The return of locker keys. 

The date on which teachers may leave. Unless this is made 
specific, the principal will be besieged with requests for special con- 
sideration. 

9. Teachers’ requests for supplies and equipment. These may 
have been collected earlier. When such information is collected will 
depend on budget procedure. 

10. Teachers requests for repairs or building changes. It is quite 


possible that the necessity for repairs and alterations has been sur- 
veyed earlier in the year. 
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This list is suggestive rather than inclusive. The items to be in- 
cluded in any school bulletin for teachers relative to the closing of 
School will be conditioned by the organization and policies in force 
locally. 

It will insure the orderly collection of the necessary materials to 
refer to specific items in the daily bulletin, with the date on which 
each item is due. 

The Annual Report. From time to time during the year the prin- 
cipal will collect information to be included in the annual report to 
the superintendent. To insure having the necessary information, the 
principal should collect it in written form from the teachers or de- 
partment heads during the year. He then compiles it. In some cases 
the central office will indicate what is desired. In other cases the 
principal will use his best judgment. The compilation and interpre- 
tive writing of such a report is an excellent way of summarizing the 
year's work. It will undoubtedly call attention to some phases of the 
year's work which should be changed or strengthened in the future. 

While it has generally been agreed by writers on administration 
that the principal should make an annual report, the practice is not 
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so common as it deserves to be. Generally the following are sug- 
gested for inclusion: 


Summary of attendance. 

Summary of enrollment. 

Records regarding the faculty. 
Financial report on activities. 
Housing problems. 

Number of graduates. 

Organization and administrative control. 
Recommendations for the next year. 
Record of supervision. 

10. Results of the testing program. 

11. Statement of tuition pupils. 

12. Progressive attitude of faculty. 
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In addition to the usual items which have been listed, other items, 
such as a description of the guidance system, activities of the extra 
curriculum, awards, a statement about failures, study of graduates in 
more advanced educational units, assembly programs, and the par- 
ent-teacher organization may well be included. 

The principal will undoubtedly report in writing many matters to 
the superintendent at his request or for his consideration. Such re- 
ports can probably best be prepared in narrative form. If they are 
to be read and understood by the board of education as well as the 
superintendent, they should be free of technical educational terms 
which laymen would not understand. There seems to be a trend in 
the annual report of superintendents of schools to adopt a pictorial 
form of explaining the work of the schools. Where such a policy is 
in force, the local principal should assist if he is asked to, but the 
obligation to furnish a narrative report to the superintendent for the 
local school in which the principal works has not been removed. 
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4. 


MAKING A SCHOOL SCHEDULE 


SCHEDULE-MAKING IN ELEMENTARY SCHOOLS 

Schedule-making in the conventionally organized elementary 
school does not present any great difficulties for the principal. The 
hours for the opening and closing of school and usually for the noon 
intermission are determined by the central office, as is also the time 
allotment for the different subjects of instruction. The principal is 
generally, but not always, free to set the time of the daily mid-session 
intermissions. He is also expected to arrange the periods for the 
teaching of special subjects in the various rooms so that the super- 
visors from the central office may carry out their duties without con- 
[lict or loss of time. 

The information regarding fixed periods and time allotments of 
subjects is transmitted by the principal to teachers, who are held re- 
sponsible for constructing their daily schedules. Copies of the sched- 
ules are usually sent to the central office as well as kept on file in the 
principal's office. Not infrequently copies are placed in pockets on 
the classroom doors for the convenience of visitors. 

If a division of an elementary school, for example, the fourth, fifth, 
and sixth grades, is departmentalized, the responsibility of the princi- 
pal for the making of the schedule is greatly increased. He must then 
decide whether the classrooms will be used as units for teachers or 
for students. If the rooms are used for teachers, the classes are trans- 
ferred from room to room for work with the different teachers; if for 
students, then the teachers must move from room to room to meet 
the groups of students to which they are assigned. Schedule-making 
in schools so organized presents numerous problems, and the re- 
sponsibility for solving them belongs to the principal, irrespective of 
how the schedule is actually prepared. The wise principal will in- 
variably utilize the teachers of the departmental unit concerned in 
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the preparation of the schedule; however, he will find it necessary to 
participate more extensively in schedule construction in schools with 


departmental organization than in schools organized according to 
the conventional teacher-to-the-room plan. 


Self-Contained Unit. Increasingly, elementary schools are or- 
ganized with each room as a self-contained unit. In the lower grades 
each teacher ordinarily teaches all subjects. The problem of schedule- 
making thus is very simple; it consists of determining that each 
teacher conforms in time limit to the directions from the central 
office. At the upper grade level, specialists are often provided on a 
part-time or full-time basis in art, physical education, and music. 
Here the problem becomes one of arranging each room schedule so 


that the specialists time is used to advantage. Ordinarily this is a 
relatively simple problem. 


SCHEDULE-MAKING IN SECONDARY SCHOOLS 
The Importance of Schedule-Making in Secondary Schools. Sched- 
ule-making usually presents greater problems to principals in sec- 
ondary schools than in element: 


a ary schools. It is now generally rec- 
ognized that the making of a satisfactory schedule is one of the first 
tests of the competence of a principal. That this duty has not always 
been carefully or even properly done is attested by confusion in 


many schools on the opening day of the term. Students do not know 
where to go, not all classes have had teachers assigned to them, and 
recitation groups of twice the desired size may be found. In a cer- 
tain school the practice was followed of closing at noon for the first 
two weeks so that the faculty could assemble to wrestle with the 
problem of balancing class sizes in the various sections. For example, 
the teachers of English and geometry balanced their sections; then 
the teachers of foreign language, science, and practical arts did like- 
wise and in the process unbalanced the sections in English and 
geometry, In this school early in September the principal requested 
two extra teachers to care for the oversized classes, When the newly 
appointed teachers arrived to begin work, the faculty had succeeded 
in balancing the class sections and there. were no teaching assign- 
ments for the new appointees! This, quite rightly, resulted in the 
permanent retirement from the principalship of the incumbent 

and the appointment of a competent principal. 
Steps in Schedule-Making: Preliminary Registration. There are 
two widely used methods of schedule-making: the block, or group, 
e x 
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method and the mosaic, or individual, method. Some writers include 
a third, the combination, which incorporates features of the block 
and the mosaic methods. Whatever system of making a schedule is 
used, there are certain steps necessary before a complete schedule 
can be made. The first step is to collect information about the num- 
ber of students who will probably enroll and the subjects these stu- 
dents will elect. This step is commonly called the preliminary regis- 
tration. 

Guidance Needed. If the preliminary registration is to be of maxi- 
mum value, someone who is competent and interested must be pro- 
vided to furnish guidance for students in planning their program of 
studies over a period of years. Preliminary registrations must also be 
secured from students who are enrolled in the contributing schools 
but will enroll in the school during the next term. The guidance 
functions of schedule-making are treated in Chapter 5, which deals 
with the problems of personnel administration. 

Kinds of Preliminary Registration Cards. The purpose of prelimi- 
nary registration is to ascertain what subjects are desired by students 
for the following semester or year. Probably the most satisfactory 
form for collecting the information is a preliminary registration card, 
illustrated in Figure 2. Although slips of paper, mimeographed sheets, 
or booklets may be used for the preliminary registration, a printed 
card is the most common form. A simple card which provides space 
for the student's present schedule, elections for the next period, stu- 
dent's name, grade classification, sex, telephone number, and a space 
for parental and school approval will suffice. No form which could 
be suggested would be satisfactory to every school; the local school 
can make such changes as are desirable in the light of local needs. 

Responsibility of Principal for Preliminary Registration. The re- 
sponsibility for the preliminary registration belongs to the principal 
of the school. In some cases, particularly in large schools, it is dele- 
gated to some other person or persons, usually the homeroom teach- 
ers. No matter who accepts responsibility for the preliminary regis- 
tration, it is imperative that students be furnished reliable informa- 
tion about required and elective courses, requirements in the differ- 
ent curriculums, and college entrance requirements, in order that the 
students and their parents may be in a position to make intelligent 
choices, Accurate information is part of the guidance work which a 


school must assume. 
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PRELIMINARY REGISTRATION CARD 


[Name of School] 


Present 
Name n "Telephone No. Grade 


Address Check: Boy —____ Girl 


Srupies Now Taxen| Srupies Desen Next Year || Room Periop 


i I approve of the selections. 


Adviser’s 
Parent Anppoxal (a eer 


Fig. 2. Preliminary Registration Card. 


To secure parental signatures on all preliminary registration cards 
is a desirable but time-consuming process which requires a great 
deal of follow-up work on the part of the principal or the teachers to 
whom the task has been delegated. But the requirement is highly 
desirable, as it insures family consideration of the future educa- 
tional plans of each child. The adviser's approval insures that the 
student has been advised in so far as the school has definite knowl- 
edge of the needs of the individual. 


Tabulation and Use of the Preliminary Registration Data. The 
data which have been collected on the preliminary registration cards 
must be tabulated prior to use. While the principal often has a share 
in the work of tabulation, the task 


is generally assigned to clerks or 
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homeroom teachers in schools where such administrative assistants 
are available. From the tabulated data it is a simple matter to de- 
termine the number of class sections which will be needed for the 
following term by dividing the number of preliminary registrations 
by the desired class sizes. It may now be necessary to eliminate cer- 
tain courses which were listed in the preliminary registration be- 
cause the enrollment does not warrant their being offered. As a result 
changes may have to be made in the preliminary registration of the 
pupils who are affected. 


Table 1 
SECTION OF INITIAL TEACHER-ASSIGNMENT SHEET 
Total y 
Subject Regis- Sections Teacher Assignment 
tration 

English 8 225 7 Smith (3); Bork (2); Adams 
2 

ln ———— 250 8 Smith (2); Bork (3); Adams 
(3) 

English 4 315 ll Roberts (4); Allen (4); To 

i be secured (3) 

Sah POO ivorensis 221 7 Walters (4); To be secured 
(3) 

Soc. Science G 268 9 Perry (5); Warren (2); To 
be secured (2) 

Soc. Science 4 198 6 Walters (1); Reid (5) 

Physics 1 .... 84 8 Hunt (3) 

Chemistry 1 95 3 Hunt (2); Rosecrans (1) 

Latin 3 22 1 Rosecrans (1) 

Latin 2 46 2 Goss (2) 

Latin 1 75 8 Goss (3) 

Auto Mechanics 140 5 Torgerson (5) 

General Metals . 47 2 Kepke (2) 

Mechanical Drawing 1 98 8 Kepke (3) 

Typewriting 2 ... 40 i Peterson (1) 

Ty pewntting 1 146 4 Peterson (4) 

Bookkeeping 1 . 102 3 Greening (8) 

Stenography l .. 68 2 Greening (2) 


From the number of sections necessary to accommodate the stu- 
dents it is possible to determine the teaching corps needed for the 
following year. Since the preliminary registration data are used to 
determine staff needs, it is desirable that the task of tabulation be 
completed well before the opening of the new term, say six or eight 


weeks ahead. 
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Table 1 illustrates the procedure in determining teacher assign- 
ments and the need for additional teachers in a senior high school 
enrolling about eight hundred boys and girls. The extension of this 
procedure to the other departments will provide the principal with 
the essential data needed in the assignment of the entire corps. 

It is also valuable to make a supplementary sheet on which the 
teachers’ assignments are listed, so that no teachers will be overlooked 
and no sections will be without teachers. Table 2 gives a partial sum- 
mary of the teacher-assignment sheet in Table 1. 


Table 2 
Section or REVISED TEACHER-ASSIGNMENT SHEET 

Total 

Name Assignment Load 
Smith .. English 8 (3) English 6 (2) 5 
Bork . English 8 (2) English 6 (3) 5 
Adams . English 8 (2) English 6 (3) 5 
Roberts English 4 (4) Play Coaching 5 
Allen wis English 4 (4) Publications 5 
°To Be Secured , English 4 (3) Study Hall (3) 6 
To Be Secureda , Soc. Prob. 8 (3) Social Science 6 (2) 5 
Pemy .. Soc. Prob. 8 (5) 5 
Walters Soc. Prob. 8 (4) Social Science 4 (1) 5 
Reid . Soc. Prob. 4 (5) 5 
Hunt Physics (3) Chemistry (2) 5 

E. un that require further attention are more easily spotted by means of 


-Making. There are a number 
made before the schedule can 
at minimum and maximum class sizes 
pplied to the preliminary registration 
Iber of teachers has been determined or 
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A decision must also be made concerning arrangements for the 
lunch period. Common practice tends to allow about 45 minutes for 
lunch in urban schools. 

The decision about the lunch hour is usually based on a number 
of factors, Small schools usually close for approximately an hour be- 
cause many students go home for lunch. In large schools the young 
people usually eat lunch at school. The number of lunch periods will 
be determined by the enrollment and the capacity of the lunch room. 
Ordinarily, not more than three periods are needed, although in 
large schools with small lunch rooms six or seven periods are not un- 
known. If a continuous program with several lunch periods is neces- 
sary, the difficulty of schedule-making is increased because single- 
period classes cannot ordinarily be assigned to any of the lunch hours 
lest conflicts for some pupils be caused. 

Provision for Activities. Another decision that must be made be- 
fore the schedule is constructed concerns the provision for an ac- 
tivity period. Frequently schools provide a homeroom period to 
care for administrative details and in some cases to provide for part 
of the guidance service of the school. Many schools also provide a 
period at the close of the school day for club activities, make-up work, 
study, or athletic squad practice. Certainly some provision should 
be made for activities in the school's program, and the decision should 
be made before the schedule is constructed. 

Length and Number of Periods. If periods are 55 or 60 minutes 
in length, it is customary to have six such periods in the day and to 
devote part of the classroom time to supervised study under the di- 
rection of the teacher. In such a case science and practical arts classes 
ordinarily meet five times per week. However, when the periods are 
40 or 45 minutes in length, classes in laboratory science meet seven 
hours per week and practical arts classes meet for ten periods or 
double periods every day. The length of the period is an important 
item in the making of the schedule. Puckett has shown that, in 30 
schedules for ten high schools, if the long period with no double 
periods for any classes is used, there are almost 50 per cent fewer con- 
flicts than if the shorter period with double periods for some subjects 
is used for thirty schedules for the same ten schools and the same 
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students.’ Since Puckett used the same techniques in each of the 60 
schedules, there should remain little doubt that the long period re- 
duces schedule-making difficulties. 

Data as to the use of the long period in high schools accredited by 
the North Central Association of Colleges and Secondary Schools 
indicate that the practice is increasing. In the National Survey of 
Secondary Education, it was found that the long period was used in 
more than 25 per cent of the schools studied. Recent data compiled 
by Davis and Simon for large high schools in the Middle West indi- 
cate that these schools had six 55-minute periods plus a lunch hour? 
The trend toward the longer period is clear. Within a decade it may 
well become the common practice. 

Teachers of subjects allotted five doubl 


e periods of 40 or 45 min- 
utes daily are usuall 


asily creep into the double 
upil-hour also becomes com- 
on which cannot be true un- 


: at each class which requires the 
equipment is scheduled there and that two classes are not scheduled 


Same period of the day, In cer- 
used for regular classes if the 
equipment is not of such a character as to prevent its use by other 
classes. A science laboratory may be used by a mathematics class, but 

at it cannot be used for classes 
other than typewriting. 


nally made the train- 


be carefully checked 
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by the principal if he does not already have their qualifications clearly 
in mind. It is not difficult to find teachers assigned to fields in which 
they have insufficient training. Precautions should be taken when 
the class sections are assigned to the teachers, and any necessary new 
appointees should be elected to fill existing combinations. In a small 
school where there is only one section of each subject, teachers may 
of necessity have to undertake as many different preparations as they 
teach classes. In larger schools it is often possible to give teachers 
class assignments requiring only one or two different preparations. 
Some teachers prefer one preparation, claiming that as a result they 
give more attention to the needs of individual students. Other teach- 
ers lose their enthusiasm before the end of the day if they are as- 
signed five or six sections of the same subject. If conditions warrant, 
an assignment requiring two preparations by a teacher is a very satis- 
factory load. But whatever plan is adopted, teacher assignments 
must be made before the schedule of classes can be completed. 

Ability Grouping. Another step in schedule-making is to decide 
whether or not pupils are to be grouped according to ability. Group- 
ing by ability greatly increases the difficulty of schedule-making be- 
cause it reduces the number of sections to which a pupil may be as- 
signed without conflict. 

It is also necessary to decide on the length of the intermission be- 
tween classes. Usually from three to five minutes is allowed. 

Revising the Preliminary Registration. The list of failures must be 
checked against the preliminary registration. Pupils who fail in re- 
quired courses or in a course in sequence, such as English 10, must 
have their program changed so that they wil! meet the requirements 
of the school or complete the prerequisite courses. 

When the foregoing preliminary steps have been completed, the 
principal or the person designated by him may begin the construc- 
tion of the schedule. It is common practice to conduct the preliminary 
registration in May and to complete schedule-making during the 
summer. In any case, preliminary duties must be completed before 
school closes in June so that everything may be completed before 
school opens in September. 

Responsibility of Principal for Schedule. The principal of the 
school is responsible for making the schedule. Usually he is the per- 
son who does it, although he may delegate it to someone else in the 
organization. If the responsibility is delegated, it ordinarily becomes 


p 
76 J 


the responsibility of the assistant principal or chairman of the sched- 
ule committee.* 

Group, or Block, Method of Schedule-Making. The group method 
is useful for platoon elementary schools and junior high schools 
where no, or very little, student election is allowed. The block sys- 
tem is reported to be used with success in small senior high schools 
where half or more of the program is required at each grade level. 
It is sometimes usable in large senior high schools, although even 
here it cannot be used completely or to great advantage in the upper 
years because of the wide variations in elections which make it diffi- 
cult if not impossible to classify all the students into nonconflicting 
groups. The mosaic method, if used with a conflict sheet, is a much 
easier method to employ in four-year or senior high schools where 
students have a wide choice of electives, no matter what the enroll- 
ment. It is in such cases a more precise method than the group sys- 
tem, and is probably less time-consuming. The group system has 
been claimed by some writers to be so simple that it cares for nearly 
all of the difficulties of the schedule-maker. The claim may be true 
for the junior high school, but it is certainly not true for the senior 
high school. Conflicts in students’ programs will appear which will 
necessitate changing individuals from one group to another, Differ- 


ences in class size will also necessitate the changing of students from 
one group to another. 
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. Briefly, the group method consists in determining the number of 
groups of pupils taking the same combination of subjects and di- 
viding them into the required number of ‘sections. The pupils in 
each group are assigned to classes at different periods in the day. 
Suppose 78 students have registered for English 2, History 2, Alge- 
bra 1, and General Science. This will be enough students to form 
three blocks of 26 students each. The schedule-maker may then se- 
lect a series of periods for each block, For block 1, he could have Eng- 
lish 2 the first period, History 2 the third period, Algebra 1 the fifth 


? See B. C. Gustavson, “20th Centur Scl ing," i 
E : » "20th y Schedule-Making," Bulletin 172 (Oc- 
ie 210 National Association of Secondary-School Tisdale, pp. 88-46: 
NUS [y S. Programming Classes by Means of a Punch Card System," 
ea dd ober 1950), National Association of Secondary-School Princi- 
* D. J. Eveslage, “ 


] Scheduling Bal d Cl, d i 5 
Naiona Assoc SE ce a reas, indie Md 172 (October 1950). 


» p. 47. 
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period, and General Science the seventh period. For block 2, he could 
have English 2 the second period, History 2 the fourth period, Alge- 
bra 1 the sixth period, and General Science the eighth period. For 
block 3, he could select English 2 the third period, History 2 the fifth 
period, Algebra 1 the seventh period, and General Science the first 
period. 

The arrangement of these classes in the schedule is shown in 


Table 3. 


Table 3 
ARRANGEMENT OF THREE Now-CowrLicriNG GROUPS IN NINTH GRADE 


Period for Recitation 


Class 
Block I Block II Block III 
English 2... 1 2 3 
History 2 . 8 4 5 
Algebra 1 E 6 7 
General Science 7 8 1 


The block method may well be called group schedule-making be- 
cause the principal deals with groups of pupils rather than with in- 
dividuals. “Group” schedule-making is a more accurate term than 
“block,” which came into educational literature three decades ago. 
Both terms are given here to indicate that they are identical, but the 
authors greatly prefer the term "group" schedule-making to the less 
precise term “block.” 

Making a Junior High School Schedule. Suppose 195 boys and 
girls are enrolled in the seventh grade of a junior high school. It 
would be possible to assign approximately thirty-three students to 
each of six classes and arrange six nonconflicting groups of classes. In 
this way the schedule would be complete. Or a larger number could 
be assigned to the most able section, a smaller number to the least 
able section, and the average number to the middle sections. In 
junior high schools which have no, or very few, electives, group 
scheduling may be combined with ability grouping without ma- 
terially increasing the difficulties of schedule-making. 

Electives in Group Scheduling. If one elective is allowed to all 
pupils, as is often the case in junior high schools, one period of the 
day, say the second hour, may be set aside for electives and the group 
schedules built around it. All students would then be assigned to 
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the elective of their choice at the hour set aside for electives. This 
program allows for physical education classes of approximately 
fifty of each sex, double-sized classes in music, and two sections of 
practical arts meeting at the same time to allow a normal-sized class 
for each sex. The classes in English, mathematics, and social science 
are well distributed throughout the day. 

The partial group or block program for the ninth grade of a junior 
high school provides “block” sections in English and social science. 
Three sections of physical education are scheduled at the same time 
to allow large-sized classes for both boys and girls, The remainder of 
the schedule can be filled in by the mosaic method, which wil! be 
discussed in the next section. Such a partial group schedule has ad- 
vantages in that it is easy to construct and can be used in connection 
with ability grouping, if desired. It does not necessarily provide 
against oversized sections, as the individual pupil choices may neces- 
sitate moving a pupil from the section to which he was assigned. This 
is an illustration of a combination program. The required sections 


are arranged by the group method and the elective classes are dis- 
tributed by the mosaic method. 


Difficulties of Group Schedule-M. 


high school program to provide for “common learnings,” a two or 
three hour period for which all students are scheduled, is basically 
a group schedule problem. If electives are provided, the “common 
learnings" will occupy two or three consecutive hours and the other 


elements z the program—mathematics, personal and social develop- 
ment, or whatever is provided will occu the iods i 

: other periods in the 
daily schedule. e SU 
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remainder of the pupils to still other sections. The electives may 
then be assigned by the mosaic method. This practice was followed 
in the ninth-grade program reproduced for illustration purposes in 
the Appendix. 

Criteria of a Good Master Schedule. Recently De Vilbiss has pub- 
lished four criteria for a good master schedule which all high school 
principals will wish to consider before the schedule can be pro- 
nounced entirely satisfactory:? (1) To make it possible to provide 
and to administer the kind of learning experiences needed to imple- 
ment the purposes of the school. This includes a flexible schedule to 
provide for common learnings and to provide for free activities. 
(2) To provide maximum utilization of all the human resources within 
the school for the benefit of the students. This includes allowing the 
principal time for supervision as well as for management, and as- 
signment of teachers consistent with their training. (3) To provide 
the maximum utilization of all the physical resources of the school. 
(4) To facilitate an effective program of guidance. Focusing atten- 
tion on these criteria insures against their being overlooked; the in- 
dividual method of schedule-making described below provides that 
those factors which can be reduced to paper, such as equitable loads 
and maximum utilization of the physical plant, are checked at each 
step in the process. 

The Mosaic Method, or Individual Schedule-Making. The mosaic, 
or individual, method of schedule-making is used most extensively; 
and, if it is used in connection with a conflict sheet, it is the simplest 
and best method to use, and it is a precise method if followed care- 
fully. Briefly, the method consists of placing class sections on the 
schedule where the schedule maker hopes or thinks there will be the 
fewest conflicts for the individual students. 

The procedure has been calléd““moSaic” because it resembles the 
building of a mosaic by placing each bit of stone together until a 
whole pattern has been formed. In similar fashion the individual 
class sections are placed on the master schedule until all have been 
assigned. They then represent a “mosaic” or pattern built up by the 
p'acing of individual sections on the master schedule in random 
fashion, The term serves no useful purpose except that it is under- 
stood by many school administrators. In the opinion of the authors it 


5 Wilbur De Vilbiss, “Criteria of a Good Master Schedule,” Bulletin 149 (No- 
vember 1947), National Association of Secondary-School Principals, pp. 31-38. 
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would be more appropriate to call the procedure individual schedule- 
making by the use of a conflict sheet to prevent or reduce to a mini- 
mum the number of individual conflicts. 

Under this method the class sections are placed on the master 
schedule one at a time, but the placement is in no sense random, for 
the classes are so placed that individual students may be scheduled 
for the elected subjects without conflict, or so that conflicts have 
been reduced to a minimum. Consequently, the term individual 
schedule-making seems appropriate in that it cares for individuals, in 
contrast to the group method, which is appropriate where there are 
no conflicts. 

Conflicts. The problem of conflicts, or the impossibility of arrang- 
ing an individual pupil's program to contain the subject combination 
he wishes, is the most difficult one facing the schedule maker. In mak- 
ing six schedules for each of ten schools, Puckett? found this to be 
the only major problem. Such items as difficulties in room or study- 
hall assignments, full sections, student changes in program, changing 
individuals from one section to another, or difficulties in assigning 


students to study hall were almost nonexistent when the mosaic sys- 
tem and 


a conflict sheet were used. By the use of a conflict sheet 
most of the conflict difficulties may be obviated. Puckett found 0.045 
conflicts per student in making three long-period (55 or 60 minute 
classes without double periods) schedules for each of ten schools, 
and 0.08 conflicts per student in making three short-period (40 to 
45 minute classes with some double periods) schedules for the same 


ten schools." He was the first writer to indicate the value of the con- 
flict sheet in making a schedule to 


contain no conflicts, or the mini- 
mum number of them. 

Constructing a Conflict Schedule. A conflict sheet simply lists sub-_ 
jects elected by students which will conflict if placed in the same 
period. If a boy or girl is taking English 2, History 2; Algebra T, and 
Géiieral Science, placing of any two subjects at the same hour will 
produce a conflict. Theoretically, there are six possible conflicts: 

English 2 with History 2 (1); with Algebra 1 (2); with General Sci- 

ence (3); 
History 2 with Algebra 1 
Algebra 1 with General S 


5 "The Difficulties of M. 
T Ibid., p. 41, 


(4); with General Science (5); 
cience (6) 


aking a High School Schedule,” pp. 38-39. 
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A simple conflict sheet for these four subjects is shown diagram- 
matically in Figure 3. A study of this sample conflict sheet shows 
that English 2 and History 2 will conflict if placed at the same pe- 
riod (conflict 1); similarly Algebra 1 and General Science will conflict 
if placed at the same period (conflict 6). Each single-section subject 
which will conflict must be placed at a different period of the day. 


ENGLISH HISTORY ALGEBRA GENERAL 
2 2 1 SCIENCE 
ENGLISH 
Bi a) 2) (8) 
HISTORY 
2 (4) (5) 
ALGEBRA 
1 (6) | 
GENERAL 
SCIENCE 


Fig. 3. A conflict sheet for English 2, History 2, 
Algebra 1, and General Science. 


A complete conflict sheet lists all the subjects which are to be of- 
fered both horizontally along the top of the sheet and diagonally 
across the sheet. Only half the sheet is used (as is shown in Figure 
4) in order to eliminate a second set of squares and to make the sheet 
easier to work with. 

Time Needed to Prepare a Conflict Sheet. The preparation of a 
conflict sheet may at first look like a time-consuming process, but it 
is not necessarily so. A conflict sheet for a senior high school of 1,200 
enrollment can be prepared in about four hours. A competent clerk 
can be instructed how to do the work, and can do it just as satisfac- 
torily as the principal. It is not necessary to chart all the possible con- 
flicts on every student’s preliminary registration. Only the conflicts 
between the single-section classes need be plotted. For example, if a 
student is registered for English 12 (five sections), physics (three sec- 
tions), Latin 3 (one section), and History 8 (one section), it is neces- 
sary to plot only the one conflict between History 8 and Latin 8. For 
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an individual who wishes to enroll in English 12 (five sections), 
Chemistry (three sections), Printing (one section), and General Metal 
(two sections), there will be no conflicts to record, as he has only one 
single-section class. One may, of course, plot a few conflicts between 
the classes which have many sections just to show that they do exist. 
This will also enable one to place on the class sheet the sections 
(twelfth, eleventh, or tenth grade) with which the subject conflicts 
most frequently in English. All conflicts were plotted on the conflict 
sheet reproduced in Figure 4 by way of illustration, a'though this 
need not be done in actual practice. After the conflict sheet has been 
constructed, the class sections can be placed on the schedule. 

In a senior high school of 1,200 enrollment the construction of the 
schedule itself should require not more than two hours. With the 
conflict sheet before him, the principal knows how he may best ar- 
range the schedule; without the conflict sheet, schedule-making is 
guesswork. It is entirely possible to make a schedule for a senior high 
school of 1,500 enrollment without a single conflict, although this 
will not ordinarily occur. It should be possible for anyone who exer- 
cises care to build a schedule for a high school of 1,000 students with- 
out more than six or eight conflicts. If a program cannot be made 


without conflicts, one constructed by using a conflict sheet will con- 
tain the minimum number. 


Reiste’ has published a method of schedule-making which he in- 
dicates will eliminate the need for a conflict sheet. Tabs are affixed 
to the edge of students registration cards to indicate selection of sub- 


jects. These tabs have holes punched in them. By placing the cards 
on edge in a tray, 1 


it is possible to insert a needle or pick through the 
holes of all cards which are tabbed for a given single subject, say 
German 3. One can then see by inspection whether or not another 
single-section class, say French 4, which was placed on the tentative 
schedule at the same period as German 3, conflicts with it. If no tabs 
for French 4 are attached to the cards of those enrolled in German 8, 
no conflict exists. If conflicts exist, one proceeds exactly as was de- 
scribed in using the conflict sheet, The method is ingenious; in reality 
it is a mechanical conflict sheet instead of one on paper. Whether 


or not the time and effort required to place the tabs on students' pre 


51. J. Reiste, “Simplified Schedule Making” c - 
Fi dn ig abel Schedule Making.” School Executive, Vol. LXII 
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liminary registrations is less arduous than making a conflict sheet 
remains to be determined. This method has one advantage in small 
schools; it shows who has the conflict. The conflict sheet only shows 
that there is a conflict. 

Feldman has developed a variation of the tab system by which the 
subjects are punched out? Thus, when the keysorter is inserted in 
holes in the cards representing the subjects, those which have been 
punched out, fall into a tray. If the keysorter is inserted in French, 
the cards of all the students who desire to enroll in French remain, 
since that hole is punched out. This system does not show a conflict 
as readily as the one described above, but a conflict sheet could, of 
course, be constructed. 

Ivok describes a way to prepare a schedule for a small hi gh school 
which eliminates conflicts and prevents the misplacing of a single 
student, or class section, and allows control of teacher-assignment.!? 
It is a method of posting all selections on a single sheet so that when 


classes are scheduled, inspection of the sheet indicates a conflict if 
period one or two or six appe 
dents. While Ivok 
sheet, it serv 


of 


ars twice following any group of stu- 
does not call his Pupil Studies Sheet a conflict 
es that useful function and does enable the preparation 
a schedule without or with a minimum of conflicts. 
Factors Affecting Conflicts. There are a number of factors which . 
increase conflicts and consequently make schedule-making more 
difficult. Puckett has studied the matter intensively by analyzing the 
difficulties involved in making six schedules for each of ten schools. 
His conclusions regarding conflicts are: 
L Adding a double-period subject to a pupil’s schedule will nearly 
always increase difficulties, Adding a single-period class to an indi- 
vidual’s progra 


: m will not necessarily cause a greater number of con- 
jetsi 


2. There were almost 50 per cent fewer conflicts in schools using 


? L. G. Feldman, "Programming CI. 

Bulletin 172 (October 1950 

pals, pp. 25-28, 
10 Leo Ivok, “How to Pre 


vard Workshop Series No. 5. Cambri 
Education, 1944, 
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the long period (55 or 60 minutes) with no double periods as against 
schools using short periods (40 or 45 minutes) with some subjects 
meeting for double periods.'* 

3. Students who have irregular schedules, that is, take subjects not 
ordinarily offered in their grade (probably because of previous 
failure), have many more conflicts per hundred students than a simi- 
lar number of pupils whose elections are regular. For regular students 
scheduled in long periods (without double periods) the average num- 
ber of conflicts was 0.013, but for the irregular students in the same 
schools under the same conditions, the average number of conflicts 
was 0.159, or twelve times as many conflicts per student? 

If conflicts exist for a few individuals, in spite of all efforts to 
eliminate the difficulties, it is a relatively simple matter to call the 
students concerned and have them make substitute choices before 
school opens. 

Making the Schedule. It is advisable in making a schedule to list 
the hours horizontally across the top of the page and the teachers’ 
names vertically along the left edge, as Table 4 shows. The partial 
schedule of classes is for the twelfth grade. The complete schedule 
for a school of this size, about 800 in senior high, would contain 
many more classes in science, home economics, and other subjects. 

It is advisable to work with one class at a time, beginning with the 
highest grade, since the problem of conflicts is likely to be most seri- 
ous at the upper level. The single-section classes are first placed in 
the various periods of the day, spread as widely apart as is possible. 
If two single-section classes are assigned to a given period (say 
French 4 and Printing) the schedule-maker looks at the conflict sheet 
to determine whether any conflicts will result. None did in this case, 
so both were placed at 2:30. German 2, Latin 3, and French 4 were 
all placed at different periods, since placing any two in any one pe- 
riod would result in conflicts as determined from the conflict sheet. 

Scheduling One Grade at a Time. After the senior class schedule 
has been constructed, the other classes should be scheduled in order. 
It is easier to use a fresh sheet for each grade, ruled, as was done for 
the senior class, to allow for marking off those periods to which 
classes have been assigned to teachers. If this is not done, some diffi- 


12 Ibid., p. 58. 15 Ibid., p. 52. 
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culties will likely result because a teacher may be assigned two 
classes at the same hour. 

Before the schedule is made for a second grade, the partial chart 
might look something like Table 5, thus showing that some teacher 
is occupied each hour. It should be emphasized that this is a partial 
chart. A completed chart would show a greater number of check 
marks, approximately the same number each period. 


Table 5 


PARTIAL SCHEDULE FOR AN ELEVENTH GRADE CLASS, 


SHOWING SOME PERIODS ÁSSIGNED 
Ran a E, NR CC C CCELI 


Period: 

Teacher Room 1 9 3 4 5 6 
Adams swine 201 V 
Bork sarposini 202 V y 
Gath — oe) rn 203 V V 
To be secured .......... 213 V V V 
NUAREÉ ssn 212 V V V V 
Rosecrans .........- 301 V 
Kamer aene ttn 312 V 
Mallory ..............-.-- 300 
Wright ........... 313 V 
Torgenson sesser 137 V V V V V 
Emerson  ......-—-— 118 V 
Jordahl .4..22—-- 138 V 


JOSU ee ae ae ae ce 

When a schedule for each grade has been made, all may be com- 
bined into a master schedule and the problem of schedule-making is 
completed. 

It is desirable now to make a room assignment sheet to prevent the 
assignment of two or more classes to the same room at the same hour. 
A partial room assignment sheet is given in Table 6. In this school it 
is necessary to assign certain classes to certain rooms because of the 
classroom libraries employed in instruction. Consequently the teach- 
ers in some cases use several rooms, depending on their individual as- 
signments. If a room is needed at any hour it is possible to refer to 
the room assignment sheet to determine which one is available. 
When rooms are used all day so that teachers may not use them 
when they are not teaching, it is desirable to provide working space 
by fitting up a classroom with desks or tables so that teachers may 
work there during their non-teaching hours. 

Assigning Students to Class Sections. Some schools allow the stu- 
dents to choose their recitation sections and teachers until certain sec- 
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tions are full. Those who are late in arranging for their final assign- 
ment are assigned to classes where they can be accommodated. Such 
a procedure may be necessary if no clerical help is available for 
making out individual programs during the summer. However, the 
common procedure is to have the student's program arranged for 


him without consultation. This procedure becomes more common 
as the size of the school increases. 


Table 6 
Room ASSIGNMENT SHEET 
Period: 

toom 1 2 i 3 4 5 6 
137 Torgenson Torgenson Torgenson Torgenson Torgenson 
118 Emerson White White White Emerson White 
138 Jordahl Jordahl Jordahl Jordahl Jordahl 
201 Adams Adams Adams Adams Adams 
202 Bork Bork Bork Bork Bork 
203 Smith Wrenn Smith Wrenn Smith Wrenn 
212 Walters Walters Walters Walters Walters 
213 Link Link Link Link Link 
300 Mallory Mallory Duncan Mallory Mallory Mallory 
301 Rosecrans Hunt Hunt Hunt Hunt Hunt 
312 Goss Goss Goss Kramer Goss Goss 
313 Wright Wright Wright Wright Wright 
Nore: 


This table is a partial assignment sheet for a high school which has 35 
teachers. 


In the assigning of students to class, it is desirable to alternate study 
and class periods so that an individual's class schedule may be spread 
throughout the day. Some schools allow the student to make out his 


own schedules until certain sections are filled. The late-comers then 
take what is left. In such a re 


h 


gistration procedure it is necessary to 
ave clerks or teachers as checkers to keep tabulations of class size 


and, if enough help is available to make the class lists for teachers for 
the opening day of the new semester, 


Ordinarily the schedule is arranged by clerks under the direction of 
a teacher or the assistant princi 


in Erie, Pennsylvania, where 
students in the office practic 


pal. Gustavson reports a system in use 
much of the clerical work is done by the 
sapi: M Lam 
e class under direction of the teacher." 
14 B. C. Gustavson, “20th Century Schedule Making,” Bulletin 172 tobe: 
1950), National Association of Secondary-School BEA, op. pi PME 
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When the students are assigned to class, some provision must be 
made to assign them to library or study halls for the vacant periods. 

In order to equalize class sections it is advisable to keep a tabula- 
tion when students are assigned to class sections. When it is seen that 
some sections are being filled rapidly and others are nearly empty, the 
person in charge of scheduling takes care to assign more students to 
the small sections so that the loads are balanced. If the assignments 
are not approximately equal, enough students must be rescheduled 
to balance the class size. Eveslage has developed a chart for use in a 
small high school at Frazee, Minnesota, whereby the class size can be 
seen at a glance. In his illustration all senior subject selections were 
single selections except social science, which had two sections. Be- 
cause the program was a partial block, it was possible to assign small 
groups of students to each of the two social science classes before any 
individual programs were prepared. Thus the class sizes balanced 
perfectly before the writing of a single program was begun.!^ The 
class lists should then be compiled so that each teacher will know who 
is to be admitted to class on the first day. All other pupils who wish to 
enter the class should be excluded. If this is not done, some students 
will attend the sections in which their friends are enrolled rather 
than those to which they were assigned. 

'There are many ways in which tabulations may be kept and class 
lists may be made up. Probably the most common way is a single tally 
sheet and a series of class lists arranged by departments. Gustavson 
reports good success in having the girls in the office practice class pre- 
pare the individual students program and class lists under supervision 
of the assistant principal.'^ 

Notifying Students. Shortly before the opening of school the stu- 
dent should either receive his program by mail or be notified where 
to appear on the first day to receive his schedule. New students 
should be requested to appear for classification and assignment be- 
fore the opening day of school. There will, of course, be stragglers 
who appear each day during the first week, but if the procedure 
which has been described in this chapter is followed, it is possible to 
open school on the first day with a real feeling of continuity. 

One of the trying problems for the schedule maker is the influx of a 
large number of students who were not expected. This should not 


15 D, J, Eveslage, “Scheduling Balanced Classes,” Ibid.. pp. 56-57. 
16 Gustavson, “30th Century Schedule Making.” Ibid., pp. 43-44, 
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happen in a city if the secondary school head, or his representative, 
regularly visits the contributing elementary schools and secures from 
the students enrolled there a pre'iminary registration. If there is an 
unexpected influx, the extras are usually distributed evenly to exist- 
ing classes, although at times extra teachers are hired to care for the 
unexpected increases. Careful preliminary registration is the best 
preventative for such difficulties at the opening of the new term; how- 
ever, in city schools which draw from rural areas adjacent to them it 
is all but impossible to forecast the rural enrollment accurately. 

In schools which have transient student populations, the process 
is the same but less orderly. If 25 per cent of the students who register 
in May do not return in September or a third of the student body 
which appears in September was not resident in May, the opening of 
Schoo! will present many problems. Quite probably the new students 
will not select the identical subjects chosen by those who did not 
return, although there will be major similarities due to the require- 
ments for graduation. Thus it may be that new sections will need to 
be formed, or that single sections previously scheduled must be can- 
celled because the enrollment does not justify offering the class. The 


processes described are a' pertinent, but the opening days will be 
less orderly than in a settled community. 
Making a Schedule by Machine. In the Bloomington, Indiana Higa 


School, Templeton?" has made a schedule by punching the informa- 


tion regarding each student's schedule on Hollerith cards (see Fig- 
ures 5 and 6), and using IBM machines available to the Bloomington 
High School through the University of Indiana. 

After the punching was done, the cards were sorted by machine; 
the required number of sections in history, shop, drawing, and so on 
were formed; and the numbers of the individuals assigned to each 
section were printed by the machine. 

A conflict sheet may profitably be prepared for machine schedule- 
making. When the choices of each student have been punched on 
cards it is possib'e to run the cards through a sorting machine to 
secure the basic data for compiling a conflict sheet, The advantage of 
machine tabulation is that after the information has been punched, 
the number of times that any two subjects would conflict may be 
counted by the machine and may be entered as a total on the conflict 


"The Use of IBM Tech 


etin 172 (October 1950), 
ils. pp. 15- 22 


17 F. L. Templeton, 
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Fig.5. Card for Machine Schedule Making. (Courtesy of Inter- 
national Business Machines Corporation.) 


REPRESENTATIVE HIGH SCHOOL 
PUPIL'S STUDY PROGRAM 


PUPILS NAME OFFICIAL CLASS. HOME ROOM 


BAER SAMUEL 7 2 276 


DAYS OF THE WEEK 


a 

22 SUBJECT 

PIES 

41 SHOP WALKER 101 * 

41 DRAWING COLLINS |113 

TA MATH FREEMAN 311 

44 THEORY LITTLE 204 

65 ENGLISH SMITH 302 
6 LUNCH 

ET HISTORY WHITTIER|[202 

68 HEALTH ED BLACK Z1 * 
8 STUOY CLEWIS BE f 


Program. (Courtesy of International Business 
Machines Corporation.) 


Fig. 6. Pupil's Study 


sheet. The possibility of human error in tabulating the conflicts is 
eliminated, a condition which cannot be guaranteed manually. The 
time required for the machine to compute the totals for the conflict 
sheet probably i is no more than that required to prepare the conflict 


sheet manually. 

Templeton a 
number of electi 
ble because the machine prints on eac 


voids conflicts in single period classes by checking the 
ons of other subjects on the class list.!* This is possi- 
h list the designation of all 


18 Ibid., p. 21. 
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other students in a selected class. If there are conflicts, one single sec- 
tion class or the other is moved to another period. If there are not 
enough periods to avoid all conflicts, the schedule-maker reduces the 
number to a minimum and has the few students involved make other 
choices. Thus, he has a tabular conflict sheet instead of a chart. 

When either a tabular or chart (Figure 5, page 91) conflict sheet 
has been constructed, the master schedule may be made by the prin- 
cipal exactly as was described earlier in this chapter. A master sched- 
ule may be made which contains no conflicts or in which conflicts 
have been reduced to the absolute minimum. From that point on the 
Hollerith Machine takes over. Each individual student's program 
may be printed and the class lists prepared with duplicates for the 
office. Not only will there be a great saving of time, but the possibility 
of clerical error is eliminated since the machine is not subject to dis- 
tractions or forgetfulness as human beings must always be. If there 
are a few conflicts which cannot be cared for, the cards of those indi- 
vidual students will be sorted by the machine. These individuals 
must be re-registered exactly as was described earlier in the chapter. 
The conflict sheet cannot prevent conflicts; it merely reduces them 
to the minimum number whether the schedule is made by machine 
or by hand. The advantage of a machine-made conflict table is that it 
shows who has the conflict. The hand-made conflict chart shows only 
that there is a conflict. 

Schedule making by machine is subject to refinement and has great 
possibilities for development in cities where Hollerith Machines are 
available in the central office for other purposes, or in the service bu- 
reaus of the International Business Machines Corporation located in 
over one hundred cities. By arranging the time of performing the 
other tasks expected of the machines, it should be possible to make 
all the high school schedules in the city with a considerable saving in 
the amount of clerical time now spent in the details of schedule mak- 
ing. One great benefit of machine scheduling is that errors cannot 
creep into mechanical tabulation and printing as they are almost 
eie r a when human beings make hundreds or thousands of 

: e card punching is done accurately—and the punching 
mut be dele cul racc e pty d te 
the possibility of k^ re n * ~ ever. s work. Unfortunately, 
Reed s Eg den present restricted to schools which have ` 

reaus. For most of the 25,000 high schools in 
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the United States, the mosaic, or individual method with the use of 
the conflict sheet provides the only practicable means today. 

Schedule Making for "Core" or “Common Learning" Programs. 
The "core" or “common learning” programs which require two or 
three consecutive class periods for the experiences furnished to all 
students complicate schedule making enormously in the same way 
that double period classes in science, liomié arts, or industrial arts 
make schedule making more difficult. In addition to the core, students 
generally elect two or three subjects for personal or vocational rea- 
sons. The principles which underlie the making of such a schedule are 
identical with those employed in individual schedule making by the 
mosaic method. The core is treated exactly as any other subject in 
the preparation of the conflict sheet. The core sections and the elec- 
tives are then distributed as though they were individual subjects. If 
there are conflicts which cannot be eliminated—and there are almost 
certain to be a few in every school with several hundred enrolled— 
there is no recourse but to reduce the number of conflicts to a mini- 
mum by using the conflict sheet, and to re-register those few pupils 
for whom provision cannot be made. 

Recently there has been evident a growing feeling that high school 
students profit from having fewer teachers-contacts and that teachers 
will know better and serve better the needs of boys and girls if they 
have fewer students for longer periods. Some principals’ feel that 
boys and girls of high school age will profit more from school if groups 
of students who have a common program are scheduled together. 
This practice also complicates schedule making for it reduces the 
sections to which students can be assigned. The students who have 
identical schedules are “block schedu‘ed” as was described earlier in 


the chapter under “group” or “block” scheduling. 
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PART II 


THE FUNCTIONS OF 
INSTRUCTIONAL LEADERSHIP 


5, 
INSTRUCTIONAL LEADERSHIP 


LEADERSHIP IN EDUCATION 

Throughout the book this point of view is stressed, that the princi- 
pal's role is to serve as a democratic leader rather than to bea dictator 
or autocratic giver of orders. In no other area of the management of 
the school is democratic leadership more important than in the im- 
provement of instruction or the development of curriculum materials. 
If a principal wishes to construct the schedule of recitations without 
consultation he is unwise. But he may develop a good schedule. If he 
attempts to rewrite the curriculum without the active participation of 
the teachers who are concerned, his efforts are doomed to failure. 

A certain amount of prestige attaches to the principal by virtue of 
his office. Persons who are employed in a school system are inclined 
to accept leadership from the principal and the members of the 
superintendent's staff in the central office. But in our culture they are 
not required or expected to follow unless the leadership is earned. 
Thus principals, as well as administrators in other areas, may not 
expect loyalty and strict "followership" unless they involve teachers 
in planning instructional improvement and earn the position of 
leadership which the office tentatively allows them. Leadership which 
is achieved is more dynamic than that which is ascribed. 

Studies of Leadership. During the past two decades there has 
been a concerted attempt to study and determine what makes for 
good leadership. The armed forces were tremendously concerned 
with finding officers who would provide leadership under combat 
conditions. Students of public administration and business adminis- 
tration have analyzed the factors which go to make up leadership. 
Some of their materials have resulted in the case method of instruc- 
have carried out many analytical studies of 
ducted experimental studies of democratic 
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tion. Social psychologists 
leadership and have con 
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and authoritarian groups, particularly with children. More recently 
Schools of Education have been carrying on studies of leadership in 
Education both independently and as a result of the stimulus pro- 
vided by the Cooperative Study of Educational Administration. 

The studies Lewin and his collaborators carried out indicate that in 
our culture, which emphasizes democratic action, the democratic 
type of leadership was more effective than the authoritarian. They 
also indicate that abdication of responsibility, or laissez faire leader- 
ship, results in anarchy or chaos. As a matter of fact, someone in every 
group will provide leadership, even though it may be of a very-low 

' level and in no sense professional. Stogdill reviewed 124 studies of the 
characteristics of leaders. To those who are looking for clearcut an- 
swers, the review will be disappointing. But there are some indica- 
tions and guide lines, as is indicated in the quotation below.? 

1. The following conclusions are supported by uniformly positive evi- 
dence from 10 or more of the studies surveyed: 

à. The average person who occupies a position of leadership exceeds 
the average member of his group to some degree in the following respects: 

(1) sociability, (2) initiative, (3) persistence, (4) knowing how to get 
things done, (5) self-confidence, (6) alertness to, and insight into, situations, 
(7) cooperativeness, (8) popularity, (9) adaptability, and (10) verbal facility. 

2. The following conclusions are supported by uniformly positive evi- 
dence from 15 or more of the studies surveyed: 

a. The average person who occupies a position of leadership exceeds 
the average member of his group in the following respects. 

(1) intelligence, (2) scholarship, (3) dependability in exercising responsi- 
bilities, (4) activity and social participation, and (5) socio-economic status. 

b. The qualities, characteristics, and skills required in a leader are de- 
termined to a large extent by the demands of the situation in which he is 
to function as a leader. 

Intellectual fortitude and 
to leadership in adult group 
nality, popularity, sociabili 
operativeness tend to be 


personal integrity are positively related 
S. Such personal characteristics as origi- 
ty. good judgment, good humor, and co- 


positively related to leadership. There ap- 
pears to be very little relationship between age, height, or appearance 


so long as appearance is not too deviant from that of the other mem- 
bers of the group. It seems clear, too, that leadership cannot be dis- 
cussed adequately apart from the situation in which it operates, ~ A 

The factors which have been found to be associated with leader- 


Associated with Le. 
of Psychology, Vol. XXV J 


1R. M. Stogdill, “Personal Factors 
the Literature,” Journal 


adership: A Survey of 
? Ibid., pp. 62, 63. 


anuary 1948), 35-71, 
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ship then can be summarized under the following general headings:? 
1. Capacity (intelligence, alertness, verbal facility, originality, judg- 
ment). 
_» 2. Achievement (scholarship, knowledge, athletic accomplishments). 
p." Responsibility (dependability, initiative, persistence, aggressiveness, 
self-confidence, desire to excel). 
~ 4. Participation (activity, sociability, cooperation, adaptability, humor). 
.- B. Status (socio-economic position popularity). . . . These findings are 
not surprising. It is primarily by virtue of participating in group activities 
and demonstrating his capacity for expediting the work of the group that 
a person becomes endowed with leadership status. A number of investi- 
gators have been careful to distinguish between the leader and the figure 
head, and to point out that leadership is always associated with the attain- 
ment of group objectives. Leadership implies activity, movement, getting 
work done. The leader is a person who occupies a position of responsibility 
in co-ordinating the activities of the members of the group in the task of 
attaining a common goal. This leads to consideration of another significant 
factor. 

6. Situation (mental level, status, skills, needs and interests of followers, 
objectives to be achieved, etc.). . . . A person does not become a leader 
by virtue of the possession of some combination of traits, but the pattern 
of personal characteristics of the leader must bear some relevant relation- 
ship to the characteristics, activities, and goals of the followers. Thus 
leadership must be conceived in terms of the interaction of variables which 
are in constant change and flux. 

While leadership does not operate except in specific situations, it is 
clear that leadership is not passive, nor is it the mere possession of the 
traits which have been noted in leaders. It appears to be a working 
relationship among members of a group in which the leader acquires 
status through active participation and demonstration of his capacity 
for carrying cooperative tasks through to completion. There is a feel- 
ing, too, that leaders have opinions on many subjects and are willing 
to discuss them without attempting to force their opinions on other 
members of the group. 

Thus leadership is an earned honor which one is granted because 
he has demonstrated capacity for cooperative effort. Wiles lists the 
skills needed for leadership in supervision as (1) skill in leadership, 2j 
skill in human relations, (3) skill in group process, (4) skill in person- 
nel administration, and (5) skill in evaluation.* 

It is said throughout this book that working with a group is one of 


? Ibid., p. 64. b 
1 Kimball Wiles, Supervision for Better Schools, New York: Prentice-Hall, Inc., 


1950, p. 10. 


102 INSTRUCTIONAL LEADERSHIP 


the routes to earned leadership. Part of this is the ability to work with 
people. Again and again it has been emphasized that graciousness is 
an outstanding characteristic of real leaders. They tend to make the 
individuals with whom they deal feel comfortable. Consistently 
school administrators have stated that their training in human rela- 
tionships had been the weakest part of their program. Regularly it is 
noted that the most successful leaders are adept at getting committees 
and groups to function. Leadership frequently consists of getting 
groups to think through their problems and attack them. Not infre- 
quently the wise executive is the one who knows what individuals 
should be included in a particular group. Skill in group work, some- 
times called group dynamics, is an ability to be developed if leader- 
Ship is to be achieved. Time must be provided for teachers to think 
and work together. This may take the form of lighter teaching loads, 
freedom from time-consuming or onerous custodial tasks or clerical 
routines, or of dismissing children regularly for an hour or two to pro- 
vide time for group work. It is necessary to begin with a problem 
which is of interest to the group. If the principal is interested in im- 
proving the reading of boys and girls, but the teachers have not yet 
arrived at that point, but wish instead to improve conduct in the 
lunchroom, that is the place to begin. It is only when such custodial 
functions have been cared for that teachers can think creatively about 
improving instruction. In the chapters which discuss the supervisory 
functions which follow, it is assumed that th 
enough that teachers are read 
proving instruction, 

Ina large faculty it is necessary to ha 
principal's cabinet, discussed in Chapte 
working on specific questions. Whene 
9 to 12, it becomes incre 


e school is operating well 
y to attack together problems of im- 


ve a coordinating council, or 
r 2, as well as smaller groups 
ver a group increases beyond 


asingly difficult to work together, and the 
group tends to break up into sub-groups. Many principals have 


found that beginning group work with coffee or other light refresh- 
ments tends to reduce fatigue and to improve communications be- 


tween group members. 
THE NEED FOR INSTRUCTIONAL LEADERSHIP 
;. Not all school systems are staffed with well-trained teachers, either 
| because of apathy on the part of the educational leadership or because 
ess of the community to pay salaries suffi- 


of inability or unwillingn 
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cient to secure well-trained teachers. Some high school teachers do 
not possess the bachelors degree, and many elementary teachers 
have less than two years of training beyond the high school. In gen- 
eral, it is fair to state that many do not have adequate training, and 
that for others the training for the positions which they hold is barety 
sufficient, to say the least. 

The Experience of Teachers. The number of teachers entering a 
school system varies from year to year and from one community to an- 
other. Small schools tend to have more rapid turnover than larger 
schools. In the study carried out for the National Education Associa- 
tion by Maul, it was found that 17,698 secondary teachers and 28,- 
161 elementary teachers were “new” (did not teach the preceding 
year) to their positions in the fall of 1952 in those 26 states, Alaska, 
Hawaii, and the District of Columbia from which Maul was able to 
secure data.? Just how many were new to their positions in the other 
99 states cannot be stated with finality; but the number is substantial. 
In some of the positions ordinarily considered least desirable, such as 
those in isolated communities and impoverished districts, turnover is 
greatest. Complete turnover annually has been known during the 
period of acute teacher shortage. 

Types of Teachers in Need of Supervision. All teachers need as- 
sistance in reaching the highest level of professional development 
that it is possible for them to attain. Certainly no one questions the 
advisability of wise and competent supervisory help for beginning 
teachers. All too frequently inexperienced teachers receive practi- 
cally no help. They are compelled to muddle through as best they can. 

Teachers who are new to a particular school need help in becom- 
ing oriented to an unfamiliar situation. Some teachers may need much 
assistance to eradicate bad habits formed by teaching without help, 
or they may need “developmental” supervision in order to arrive at 
their full potentialities. 

In addition to new teachers who need orienting to a school situa- 
tion, at least two kinds of experienced teachers need supervisory 
help. These are the experienced competent teacher who wishes to in- 
crease the scope of professional activity and the mature teacher who 
is in a rut. The former may wish to try a method of teaching which is 
entirély new. She may wish to prepare supplementary material to 


5 “The 1958 Te»cher Supply and Demand Report," Journal of Teacher Edu- 
cation 4 (March 1953), p. 13- 
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enrich the curriculum or to help in the reorganization of the entire 
curriculum. Teachers need, and should receive, aid when they under- 
take projects which aim to improve the teaching process. Such aid 
may be provided through a variety of supervisory procedures that are 
discussed later in the chapter. 

Kinds of Supervision Desired. A survey carried out by the North 
Central Association of Colleges and Secondary Schools through its 
Commission on Research and Service has been summarized by Bail.5 
The five most desired types of supervisory assistance were: 


Per Cent: 


1. Constructive criticism 56.5 
2. Recommended new techniques and methods 26.1 
3. Demonstration teaching 25 
4. Recommended materials and equipment 23.3 
5. Recommended professional books and articles 13 


It is quite clear from the wishes of the teachers, plus the types of 
supervisory assistance they received, and listed below, that teachers 
were not receiving the services they needed and desired. 


Per Cent: 
1. Regular inspection only 40.2 
2. Very little 29.9 
3. No supervision 25.7 


4. Democratic helpful supervision 4.8 
Supervision has been limited because of the intensified drive for 

economy in school operation, and because it h 

increase teachers' salaries ra 


has been a feeling on the p 


as been necessary to 
pidly in the post-war era. Then, too, there 
art of many persons that supervision was 
incompatible with democratic organization and administration.’ This 
the authors vigorously deny, If supervision is properly planned, if 
there is a democratic organization in which teachers help formulate 
the instructional problems which constitute the supervisory program, 
there can be no doubt that improvement will result. Unfortunately, 


and all too frequently, principals have not felt competent or comfor- 
table in the area of improvement of instruction, Consequently, the 


problem of supervision has gone by default while the principal 
busied himself with the guidance program, installing a new record 


SPM. Baile" Do Teachers Receive the Kind of S isi : sire?" 
— of Educational Research, Vol. XL (May 194r) Tis Id. ss 

ee H. L. Caswell, “How Shall Supervision B 3 d?" E ional 

Method, Vol. XXI (October 1941), pp. 98, — Be Advanced?” Educationa 
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system, or improving the management of the extracurricular pro- 
gram.5 The most recent evidence on this point collected in the 1948 
Yearbook of the Department of Elementary School Principals indi- 
cates that 40 per cent of the 1,413 supervisory principals did not 
answer when asked to describe briefly one supervisory procedure in 
which he had been especially successful? 

Concept of Supervision. Prior to 1920, supervision in both elemen- 
tary and secondary schools consisted of inspection. The visit was 
unannounced, and in the ensuing conference, the "expert" principal 
told the teacher what to do. For another ten or fifteen years super- 
vision was thought of as direction. The supervisor knew what should 
be taught, when, and how. Since 1935 the concept has changed to one 
of co-ordination and service, which is in line with the concept of dem- 
ocratic leadership stated in this chapter. 

Trends in Organization. It is indicated in another chapter that the 
principal is recognized as the supervisory head of the school and that 
the central office supervisors, when they are employed, are staff 
officers who are available on the call of the principal as educational 
consultants. Quite rightly any principal whose school is deficient in 
an area in which he has failed to use the staff services would have an 
embarrassing time explaining to his administrative superiors why the 
services had not been used. But the decision whether to use it is his. 
Staff officers when thoy call at the school generally call first at the 
principal's office. The supervisor confers with the principal, and sug- 
gestions to the teachers go through the principal's hands. 


SUPERVISORY DUTIES OF PRINCIPALS 

List of Supervisory Duties. The duties which supervisory officers 
have been found to perform are exceedingly numerous. The list pub- 
lished in 1948 by the Department of Elementary School Principals 
represents the best of modern thinking. Twenty years ago supervision 
was characterized by lists of specific activities which were peculiar 
to the job-analysis era. Today's list, reproduced in Table 1, enumer- 
ates 15 activities which may properly be called supervisory tech- 
niques that are characteristic of educational leadership. 


8 See P. W. Harnly, "Improving Instruction Through In-Service Education of 
Teachers," North Central Association Quarterly, Vol. XX (October 1945), pp. 
178-179. 

9 National Education Association, The Elementary School Principalship—To- 


day and Tomorrow, p. 111. 
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Table 1 
SUPERVISORY Activities WITHIN THE SCHOOL PERFORMED BY 
SUPERVISORY AND TEACHING PRINCIPALS! 
Percentages: . 
Supervising Teaching 
Supervisory Activity Principals Principals 


1. By helping cach teacher with her problems .. 97 94 
2. By interviewing, studying, and adjusting indi- ya 
vidual pupils .............. 84 74 


3. By visiting classes to observe the teaching 79 52 
4. By interviewing and planning with parents .......... 77 70 
5. By leading general discussions at teachers’ meet- 


71 55 

& fi 70 50 
T. By working with groups of tes 

"their own SHO OM SEMOMENMORU MEN 51 37 
8. By asking individual teachers to report at teachers’ 

meetings TE NEN nas 51 36 
9. By appointing committees of teachers to report at 

teachers’ meetings 51 28 
10. By giving tests to classes . ” 41 33 
11. By giving or arranging for demonstration lessons 36 17 
12. By conducting and applying research studies of in- 

struction and learning ............ 30 18 
18. By asking Supervisors to examine and to report 

on classes .......... e, 27 16 
14. By teaching or coaching groups of pupi “ 19 28 
15. By giving lectures on instructional problems at 

teachers’ meetings... 14 8 


From the 15 items listed alm 


ost all report “helping the teacher with 
her problems.” Next in impor 


tance is making adjustments for indi- 
vidual students followed by visiting classes and observing the teach- 
er, which, a quarter of a centu 


iy ago, was thought of as the heart of 
Supervision. Meeting parents, leading discussions of teachers, and 


providing new instructional materials are now considered supervisory 


activities, The activities listed above are used in about the same pro- 


portion by principals from all sizes of schools and all sizes of com- 
munities,! 


10 National Education Association, op. cit. 
11 Ibid., pp. 100-102. THES Re UB 


107 


Unless there is planning there will not be time for all the activities; 
furthermore the program is likely to lack balance. There are only 
three classes of persons who have no need to plan: (1) geniuses, (2) / 
politica'ly secure persons who have no interest in improvement, and 
(3) the hopelessly incompetent. All others must plan if they are to be 
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successful. 

Planning a Supervisory Program. In order to plan wisely it is 
necessary to survey carefully the instructional situation as it exists. 
Data which relate to the ability and achievement of students or the 
cultural and economic background from which they come, and any 
other items which help to explain why the students are as they are, 
serve as a starting point in planning a supervisory program. Ordi- 
narily such data are secured by objective means, such as testing or 
examining records availab'e in the school. 

From these data several objectives may be set up. Perhaps only one 
objective should be chosen as the focal point for a year's work. When 
the means by which the objective may be realized have been thought 
through, the most suitable one may be selected as the plan of opera- 
tion for the faculty. It should be emphasized that in teaching there is 
not always one right method whose alternatives are wrong. Rather the 
decision may be based on which procedure of several good ones 
seems best in a local situation. 

The scope of the plan should also be decided tentatively. For ex- 
ample, shall it include all students in a school, or only those in one 
division, say the intermediate grades or the junior high school? A 
decision must also be reached as to the time to be consumed in reach- 
ing the particular objective. Shall it be done in a semester or a year, 
or is it a continual process? Some decision must be made as to the 
supervisory techniques to be employed and the relative emphasis to 
be given to each one. It is also essential to decide what emphasis 
should be given to class visitation, demonstration teaching, testing, 
conference with teachers, curriculum reconstruction, and teachers" 
meetings. The answer to the questions will be conditioned by the 
instructional situation which is found to exist and the educational 
philosophy of the principal who builds the plan with his teachers. 

Finally some plan must be selected whereby the effectiveness of 
the supervisory effort may be appraised. While such appraisal should 
be as objective and free from personal bias as possible, it must not 
be implied that testing should be the final criterion in evaluating the 
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tensive study yields much greater returns than intensive study. Ex- 
tensive materials usually provide for a much greater range of read- 
ing difficulty and so tend to care for individual differences. Unless 
a range of difficulty is provided, some children will be forced to at- 
tempt reading material which is so difficult that it becomes distaste- 
ful to them. For others a single book may be so easy that it is boring. 

Often skills developed in school deteriorate because they are not 
used systematical y. In order to maintain skills, such as those used in 
algebra or arithmetic, systematic maintenance programs must be pro- 
vided. It may be argued that many of the skills taught in algebra and 
some of those taught in arithmetic are unnecessary, Some may be 
eliminated as research findings accumulate. However, instruction in 
the classroom cannot await the ultimate curriculum; it must do the 
best job possible by adopting the material in the present course of 
study. Materials of instruction have all too frequently been arranged 
in logical or chronological fashion rather than in the psychological 
order of interest. Fortunately, textbook material has improved tre- 
mendously in this respect during the past decade. 

Teaching Methods. Faulty or unskillful teaching methods may 
also result in ineffective learning or failure to learn. Undue stress on 
oral reading may result in lack of comprehension in what is read, 
since the ability to pronounce words doe: 
of what is said. Teachers fre 
have mastered a process to tl 


s not insure comprehension 
quently insist on speed. before chi!dren 
A 1€ point where speed is possible. The in- 
evitable result is inaccuracy, Methods of teaching à process, such as 
subtraction in arithmetic, vary from one city to another, and from one 
school to another within the same system. Students who transfer are 
usually required to learn the method which is considered "right" in 
the local school, although they were efficient in the one which they 
had learned previously. That the resulting confusion is not greater is 
remarkable. 

Students may not see what progress they 
definite or achievable goals have been pres 
of such goals is probably best revealed by progress tests which are 
used regularly during the teaching process, Teachers often assume 
that boys and girls will somehow learn effective habits of study, and 
they therefore neglect to teach habits of work. Such neglect will 
surely result in some students acquiring faulty habits of work which 
will retard learning, if not entirely inhibit it. It is inevitable that each 


are making because no 
ented. The achievement 
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teacher must teach the habits of work which are necessary for the 
success of the pupils in her subject or area of instruction. 

Pupil-Teacher Clashes. In every school personality clashes between 
pupils and teachers will at times prevent learning. Teachers who are 
suspicious of children’s honesty or who resort to sarcasm are likely to 
have many cases of ineffective learning on the part of individual chil- 
dren. Even with the best of teachers occasional strained relations 
which prevent effective learning will occur. At times the transfer ofa 
student to another teacher will solve the d'fficultv, but it must be 
emphasized that such transfers should not be made to satisfy the 
whims of either teacher or student. At other times wise counsel by 
the principal can resolve the difficulty and restore harmony. 

Social and Emotional Factors Conditioning Learning. While most 
learning difficulties probably result from physical, intellectual, and 
pedagogical factors, there are others of social or emotional origin. 
Even though these causes are relatively infrequent, they are none the 
less serious for those boys and girls who are reduced from learners to 
nonlearners. Such cases are usually discovered, and sometimes may be 
treated, by the teacher. At other times the disturbance may be severe 
enough to require psychiatric care. Failure to learn properly may 
result from family difficulties, such as the breaking up of a home by 
death or divorce or the loss of prestige or fortune in an economic 
crisis; or it may come from individual problems, which include lack 
of friends in the school, probably due to unfortunate personality traits 
of the chi'd or overprotection at home perhaps furnished by a tutor 
or governess who does the child's work. Such problems of learning, 
conditioned by environmental factors beyond the control of the 
School, are not strictly remedial cases. Rather they belong to the 
guidance or adjustment service. Frequently the problems come to 
light because of the learning difficulty. Many of them have been 
Solved by wise and sympathetic teachers; and, although teachers 
should not be expected to be expert in solving such problems, they 
should recognize the possibility of the factors responsible for non- 
learning, probe for them, and refer them for treatment if the usual 
form of remedial procedure is ineffective. 

Characteristics of Satisfactory Diagnosis. Educational diagnosis is 
the identification of some of the causes of learning difficulties or of 
failure to learn, so that proper attention may be given to measures 


Which will facilitate learning. 
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program of supervision, although it will undoubtedly prove to be 
one of the instruments that will be used in appraising the results. 
It may be argued that planning the program makes supersistan. 
rigid rather than flexible and that it is necessary that a plan be flexi- 
ble in order that it may be adjusted to conditions which arise un- 
expectedly or were unforeseen when the plan was approved. Keep- 
ing small the number of objectives, as well as the plans for realizing 
them, makes for flexibility, for there are fewer connections to be 
broken if changes are imperative. It may also be emphasized that 
teacher participation in planning a program of supervision is de- 
sirable and helps to make the plan flexible, for teachers who assist in 
preparing a supervisory plan will understand it thoroughly and be 
willing to change it to meet unforeseen conditions. ; 
Time Devoted to Supervision. More studies of the amount of time 
devoted to supervision have been made at the elementary than at the 
secondary level, Eleven studies of the actual time distribution that 
elementary school principals have devoted to various duties show 
that the percentage devoted to supervision varied from 15 to 36 per 
cent of the total school day and that the percentage devoted to ad- 
ministration varied from 16 to 65 per cent. The most recent study of 
the ideal and actual distribution of time devoted to supervision by 


principals was published in 1948, 
Table 2 


TIME GIVEN TO Major Funcrions 
AND IpEAL Conprtrons!2 


Per Cent or Princrpars’ 
UNDER ACTUAL 


Supervising Principals Teaching Principals 

Group of Duties Actual Ideal Actual Ideal 
Administration « 998 949 10.4 18.5 
Supervision ...... 241 878 68 X 944 
Pupil personnel 14.8 17.8 5.6 14.6 
Clerical... 15.1 3.5 10.7 5.5 
Teaching ... 2.8 2.6 595 228 
Communi 9.3 11.0 4.5 9.5 
Miscellaneous 5.1 41 2.5 AT 
1000 100.0 100.0 — 100.0 


From Table 2 it appears that su 
spend about one fourth of their ti 


12 National Education Association, Op. cit., p. 90. 
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their time in supervision; in practice, however, their duties are so 
confining that they spend only about one sixteenth of their time in 
supervision. Clearly, then, supervision is an area in which principals 
can well spend more time. 

From observation it appears that secondary school principals are 
even more remiss in allocating time to supervision than are the ele- 
mentary school principals. This is not an indication that supervision 
is less needed at the secondary school level. On the contrary, it is 
probably more needed there than at the elementary school level be- 
cause of the increasing complexity of the instructional program. To 
this it must be added that when superintendents devote more time 
to supervision in one unit than in another, they are more likely to give 
greater attention to supervision in the elementary schools. 

The Department Head as a Supervisory Officer. It is not uncom- 
mon in secondary schools to find department heads who are desig- 
nated as the officers primarily responsible for supervision in their de- 
partments. 

Department heads cannot be said to be supervisory officers. 
Whether they are capable of doing supervision is undetermined, as 
their professional preparation is unknown, and except in isolated 
cases they do not have the time or the opportunity to perform su- 
pervisory activities. The department headship seems to have been. 
created in some schools to allow superior teachers to receive salary} 
increments beyond the regular limits. That the position does not | 
exist as a supervisory office must be charged to the account of the 
official responsible for establishing a position which he claims to be 
supervisory without allowing adequate time for supervision. It of- 
fers opportunities if time and authority are granted to do the job.!3 


IN-SERVICE TRAINING 


13 R, D. Shouse, “The Status and Duties of Department Heads," Bulletin 167 
(January 1950), National Association of Secondary-School Principals, pp. 164- 
166. 
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doubtedly the practice of many business and industrial companies 
in "up-grading" employees, or developing individuals for grater re- 
sponsibility through in-service programs has stimulated similar PS 
grams in public school systems. Where the program is well-plannec " 
which means that teachers are consulted about the type, the variety, 
and the time of meeting of such programs, in-service activities are 
of great value. Time should be allotted for the activity during the day 
rather than added after a full day of teaching. 

Educational Workshops. Frequently the in-service program cen- 
ters around a workshop. Workshops may be informal organizations 
within a city using a local teacher as a resource person. They may be 
for recreation or for instruction. The Des Moines, Iowa, public 
Schools have operated dozens of such workshops during the past few 
years. Sometimes specialists from universities or local public school 
Systems serve as resource persons. Frequently the workshop involves 
connection with a university or college so that credit may be re- 
corded for the participants either toward promotion on the salary 
schedule or toward a degree. The city of Los Angeles has a very ex- 
tensive in-service training program in which “points” toward promo- 
tion on the salary schedule are earned by participation in the pro- 
gram. In Oregon many of the pre-school week-long conferences are 
continued on a workshop basis, once a week, over a period of months 
to study specific problems such as guidance or the curriculum, Ordi- 
narily these workshops are on a credit basis. 

A third type of workshop—the original development—brings to- 
gether, usually on a university campus, a group of mature person 
interested in a specific problem, : s "s i 


formed to assist members of the workshop in definin g their individual 
problems, and to assist the individuals in finding solutions to these 


problems. As an illustration of this type of workshop may be men- 
tioned the one conducted at Teachers College in New York City for 
faculty members from the schools participating in the Cooperative 
Curriculum Study sponsored by the Horace Mann-Lincoln Institute. 
The University provides the resource persons and the necessary 
space. The co-operating school districts participate by furnishing 
part of the cost, for example, tuition and transportation. The teachers 
may contribute their time and living expenses, 

Ordinarily this type of workshop provid 


es for recreation as well as 
for study, and, not infrequently, 


for the group to live together as 
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well as to work together and to engage in community recreation." 
Such workshops have been and will continue to be of great value in 
improving instruction through intensive study of curriculum or 
guidance problems; thus they are supervisory in the highest sense. 
The authors add one observation. Since the school district receives 
the benefit of the teacher's effort in the workshop, the teachers should 
be paid at their regular rate for participation. Thus, participants 
could be chosen for their probable contribution rather than on the 
basis of those who can afford to participate. Furthermore, it is only 
fair that teachers who work eleven months instead of nine should 
receive extra remuneration. 

Advantages Claimed for the Workshop. The workshop is based 
upon we'l-known principles of learning such as readiness, a felt 
need, and democratic procedures; and it employs new ways of work- 
ing, such as group methods, individual problems, resource groups, 
expert leadership, community contacts, and writing. Among the ad- 
vantages claimed for the workshop are: 


1. It is concerned with the felt needs and problems of participants. 

2. The participant develops individually, socially, and emotionally as 
well as professionally. 

8. It provides an opportunity for participants to make a constructive 


contribution on the educational frontier. 
4. It provides a means of supplying more practical assistance to field 


workers. 
5. It provides easy access to competent assistance. 


6. It provides a democratic large group-individual attack upon educa- 


tional problems. 
7. It furnishes a stimulus to continued professional growth in service. 


8. The materials and ideas developed in workshops are useful in school 
Situations. 

Perhaps it is appropriate to mention again that summer workshops, 
either in the community in which the teacher works, or at a university 
center, with the teachers paid a regular salary, exemplify the ideal 
way to conduct workshops. Such an arrangement will obviate many 
of the obstacles to in-service training which Weber found in his 
study (sce Table 3). 

Certainly the workshop and in-service training are not panaceas 
for the ills which may plague any particular school system. It prob- 


14 See Frank S. Allen, “The Workshop: Does It Deliver?" Bulletin 174 (De- 
cember 1950), National Association of Secondary-School Principals, pp. 224-230. 
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ably is not the responsibility of the principal to inaugurate the pro- 
gram, although it certainly is appropriate to broach the matter with 
his administrative superiors if they have not established one. When 
there is a program operating, there is a golden opportunity for a 
professionally minded principal to work with the teachers. in im- 
proving the instructional material furnished for boys and girls. No 
School system can hope to be really vigorous, nor can it claim to 


have a superior supervisory program, if it does not include in-service 
training, usually on a workshop basis. 


Table 3 


Tue Mosr Serious OBSTACLES ENCOUNTERED IN 
PROGRAMS or Ix-SEnvick EDUCATION!’ 


Number 
of Schools 
Listing the 
Obstacle as a 
Very Serious Per Cent of 
Obstacle One Schools 
Lack of time, heavy teaching loads, heavy extra-cur- 
ricular loads, no suitable time of day 112 45.5 
Unprofessional attitudes of teachers . 99 40.2 
Lack of mo 


ney for providing professional bo and 
magazines an 


d suitable library facilities for staff 34 13.8 
Lack of planning .. 


D ae E a 21 85 
Conflicts in persona Y between teachers and be- 
tween teachers and admi 


e 


nistrators .... 14 5.7 
Weariness of. teachers, teacher ill health .. 19 4.9 
General unrest in the school and community , 11 4.5 
Authoritarian administration 10 Al 
Teacher turnover .. 9 3.7 
Lack of supervision . 8 8.2 
Life certificates .... 7 2.8 
Petty arguments .. 6 24 


In a recent pronouncement on the values of in-service education 
are listed the following: 


1. General area of curriculum offers greatest Opportunities for program 
of in-service training. 

2. The product of the in-service program is the best product of the staff 
at that time but one should accept the fact that it can be improved. 

3. Start where the staff is and go from there, 

4. Staff must have the necessary resources to carry out the program. 
15 C. A. Weber, "Obstacles to be Overcome in 


ers In-Service,” Educational A 1 ; 7 Program of Educating Teach- 
e | e, Educational Administra ion isi z 
is MN and Supervision, Vo]. XXVIII (De 
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5. Program should provide for individual and group work, greater com- 
petency in verbal factor, ability to think critically, understand social ac- 
tion, and to identify and use resources and materials. 

6. Part to be played by teachers and part by administrators must be 


clearly stated. 
7. Evaluation must be on personal and professional growth of teachers 


and whether or not the instructional program was improved. 
8. Best way to find out how to develop an in-service program is to de- 


velop one.!6 
TECHNIQUES OF SUPERVISION 

Classroom Visitation. In the minds of many persons, both teachers 
and principals, classroom visitation has been so closely associated 
with supervision that the two terms are virtually synonymous. Some 
teachers would include in supervision only classroom visitations; 
others would include the conference following visitation and teach- 
ers’ meetings. Only a few have the broad outlook that includes 
demonstration teaching, directed visitation, testing, research, and 
curriculum development in supervision. Classroom visitation is prac- 


| ticed more frequently than any other supervisory device.!* In all too 


many cases the classroom visit results only in inspection and rating 
rather than in the analysis of the learning situation or the diagnosis 
of pupil difficulties and follow-up remedial instruction. 

Teachers have not been entirely satisfied with the results of class- 
room visitation chiefly because it is unplanned. Both elementary 
and high school teachers agree that classroom visitation is desirable 
if it helps improve the teaching. 

Classroom visitation can be of benefit to both the principal and the 
teacher when it is properly employed. In a planned program of su- 
pervision, particularly when teachers have helped to formulate the 
plan, the classroom visit fits logically into the picture. If one is con- 
ducting a remedial program in reading following a survey of local 
conditions, classroom visitation logically must follow to ascertain 
how the remedial work is proceeding. Such visitation is for the pur- 
pose of improving instruction. In no sense is it to rate the teacher for 
purposes of determining the salary for the ensuing year or reaching 


16 V, E. Herrick, “Programs of In-Service Education,” Proceedings 1945 Con- 
ference for Administrative Officers of Public and Private Schools. Chicago: Uni- 


versity of Chicago Press 1945, pp. 65-75. 
17 P, M. Bail, “Do Teachers Receive the Kind of Supervision They Desire?” 


pp. 713-716. 
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a decision regarding re-employment. When classroom visitation is for 
a purpose that both supervisor and teacher recognize as mutually 
valuable, it is likely to be more highly regarded by teachers than it 
now is. 

Time Demands of Classroom Visitation. Extensive classroom visi- 
tation makes heavy demands on the time of the principal. In a 
planned program teachers are likely to ask the principal to come to 
the classroom to observe specific practices. Such invitations should 
not be refused unless the principal has other appointments which 
cannot be broken, since such visits afford opportunities for develop- 
ing the best types of professional relations. 

Common practice indicates that most classroom visits are short; 
all too frequently they are so short they can be classed only as in- 
spection. Just how long the principal should remain in a classroom 
depends on the purpose. If he comes to observe a recitation which 
conc'udes a unit of Work, and the recitation requires a full hour, the 
principal should see the whole lesson if possible. If he calls to sce a 
demonstration of a certain type, he would logical!y stay until it is 
finished. 

Much has been written al 


tainly all visits should h 
shows th 


pout planned and scheduled visits. Cer- 
ave some relation to a p'an, but practice 
at not many visits are scheduled. If the principal intends to 
make a series of observational visits to all the teachers, or to those 
who are new, it wou'd be well to begin soon after the opening of 
School so that the results may be available for use during the re- 
mainder of the year. It has often been recommended that the princi 
pal visit classes ^on call." Such calls will come when supervision is 
planned, Experience shows that not all teachers wil! call the princi- 
pal, even when a planned program of supervision is in operation. 
Some teachers are of such nervous temperament that a visit on call 
or scheduled in advance by the principal wil create an emotional 
tension in the teacher that is inadvisable, 

Just how the principal's supervisory calls will be divided will de- 
pend on the p an in operation. The plan may concentrate efforts in 
One area, such as mathematics, or it may cut across several. In any 
case it would seem probable that inexperienced teachers will need 
more help than those who are thoroughly adjusted. 

Keeping a Re-ord of Classroom Visits. A record of each viit 
should be made in order that the principal may have pertinent data 
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for subsequent conferences. Notations showing the amount of time 
given to various activities will prove helpful, together with observa- 
tions on the reaction of the class to each major activity. The perti- 
nence of the material displayed on the bulletin board and the ade- 
quacy of the illustrative material, or a reference to where it may be 
secured, should a'so be recorded. Usually these notes are used only 
in the conference, although some supervisors send written reports to 
the teachers. As a general rule it is better for the principal to confer 
personally with his teachers rather than to send them written reports. 

The principal should not interrupt classes, create disturbance on 
entering or leaving, or take the class away from the teacher, unless 
invited to do so. Fortunately such occurrences are believed to be 
rare. If the principal stays to the end of the class period he should 
observe good manners by expressing in a sentence or two his pleas- 
ure on visiting the class but refrain from making condemnatory 
statements until there is sufficient time to discuss them at length, if 
indeed he indulges in them at all. To stalk out without speaking is 
not only bad manners but will destroy rapport between the teacher 
and the principal. 

Conferences with Teachers. The conference that follows class- 
room visitation has been urged as a necessity by many writers on 
supervision. Such conferences are held regularly in a large number 
of school systems. In genera', principals and supervisors have had 
much more faith in conferences than have the classroom teachers. 
Teachers have reported that conferences were often unplanned and 
at times even held in the hall and consisted merely in casual com- 
ment. 

Briggs and Justman report that of 80 conferences held, 24 were 
reported as good, 20, fair, and 36, poor. “This is a record that even 
the humblest beginner in supervision might reasonab'y aspire to 
surpass."!5 It is clear that the conference can be a more vital force in 
the improvement of instruction than has been the case, if the princi- 
pal takes the time and effort to make it so. This is especially true 
when the principal has a planned program dealing with such vital 
prob'ems as curriculum revision or construction and methods of 


teaching. 
Conducting a Conference. If a conference is to be helpful, the 


18 T, H. Briggs and Joseph Tustman, Improving Instruction Through Super- 
vision. New York: The Macmillan Company, 1952, p. 349. 
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relation between the teacher and principal should be democratic 
and impersonal. If one speaks of the activities of the children or of 
the common purposes of the supervisory plan instead of saying, "I 
think . . ." or “you did... ,” there is less likelihood of friction 
and much greater possibilities of resultant improvement in instruc- 
tion. The conference allows opportunity for the principal to become 
better acquainted with the teacher's professional ambitions and to 
encourage them. Perhaps he can help the teacher whose ambitions 
are not clear to formulate and to realize them. In the conference, 
misunderstandings or misconceptions which have arisen in faculty 
or group meetings may be smoothed out, or doubtful points may be 
cleared up. 

Certainly the conference should commend whatever is good and 
deserving of commendation. Honest praise is a far greater incentive 
to future development than sharp reproof, no matter how greatly 
merited the latter may be. Human beings neglect the decency of 
honest commendation and speak only of the unsatisfactory in all too 
many cases; this statement is true for the relation between the princi- 
pal and the teacher as well as between the teacher and the student. 
However, to praise in an effort to appear a “good fellow” results in 
distrust on the part of teachers, 

The conference should be held at a time convenient to both teach- 
er and principal. Usually the best time is an unassigned period in 
the teacher’s schedule or after school, and usually it should be held 
in the principal’s office. If the conference is to be of value the teacher 
should be led to do most of the talking. If the teacher can be induced 
to analyze strengths and weaknesses in procedures she will be much 
more receptive to change. Ordinarily the principal should ask ques- 
tions. or make suggestions rather than declare policy because of his 
position—“Have you ever tried... ?” “In the Blank School they . . n 

Do you remember the demonstration , , , 2” 
Before the conference is closed it is well to summarize what has 
been said or agreed upon. Having the teacher summ 
prove helpful. Just how long such a conference will 

dente accurately, Usually it will require from fifteen minutes to 
fully planed and cared act ard il hour I it is care 
eee &gested, the amount of time need 

Group Meetings of Teachers, 
ject field or grades may be a pr 


arize will often 
take cannot be 


A meeting of the teachers of a sub- 
ofitable supervisory technique. Since 
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unprepared meetings are likely to deal with routine matters it should 
occasion no surprise if teachers have a poor opinion of the group 
meeting, which is rarely well planned with the teachers participating 
in the planning. Clearly, then, the group conference offers one way 
in which supervision can be improved materially if the group con- 
ference deals with topics which aim to improve instruction and 
which interest teachers. Any principal who has a planned program 
for supervision dealing with such vital matters as curriculum revi- 
sion and methods of teaching can organize group meetings that are 
truly supervisory. 

General Faculty Meetings. General teachers’ meetings have long 
been mentioned as one of the principal supervisory techniques. One 
reason why gencral meetings are held in low esteem by teachers is 
that the principal tends to use the time for dealing with administra- 
tive routine which could more satisfactorily have been placed in a 
bulletin rather than read or recounted to the entire faculty. Ad- 
ministrative meetings should be held infrequently. Few teachers 
will object to such meetings if the majority are concerned with prob- 
lems which bear specifically on instruction. 

No doubt the chief reason why teachers have been lukewarm to 
general meetings is that problems which they recognize as important 
are frequently not dealt with. If a committee of teachers, representa- 
tive of every department or grade in the school, is appointed to plan 
a series of meetings, and if the meetings are related to a supervisory 
program the teachers have helped to plan and in which they are 
vitally interested, and finally if the teachers participate in the meet- 
ings, either as the speakers or in the discussion which follows, there 
should be little concern over teacher interest. 

Planning Meetings. The planning of meetings as part of the pro- 
cedure is desirable. A committee of teachers representative of the 
faculty may meet with the principal to plan a series of meetings in 
accord with the supervisory plan for the school. If the supervisory 
program deals with curriculum enrichment, a series of meetings 
might well be planned in which are discussed such topics as the 
ability of the pupils as shown by tests, types of material suitable for 
dull and bright children, the selection of materials for classroom 
libraries, and the evaluation of the results of teaching with an en- 
richment curriculum. T 

The preparation of an agenda for the meeting in duplicated form 
for distribution in advance has a salutary effect. Such an agenda 
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should state the topic for consideration, include a number of provoca- 
tive questions, and list the pertinent professional references which 
are available in the library or the office. Not all teachers will respond 
with adequate and careful preparation, but some are sure to do so, 
and the practice of preparation for the meeting will grow. 


The Teachers’ Meeting. Some schools have dismissed classes dur- 
ing the last hour before the close of the day 
ings during the school day. This practice is 
few large schools meetings are held during the luncheon hour, with 
the principal meeting as many groups of teachers as there are lunch- 
€on periods in the day. Other schools have evening or dinner meet- 
ings, which may be enjoyable if held infrequently but which can 
hardly be made a regular practice. Most meetings take place after 
the regular session of school. Certain meetings scheduled for the 

eyond an hour, with an oppor- 


e part of those who are especially 
able, the practice of having a brief 
à is served immediately preceding the pro- 
thy of consideration, 


to allow time for meet- 
to be commended. In a 


as was implied in s 


should plan for superior demonstr ng and see that they 
are carried out.i? Although the data Bail collected indicated that 
demonstration teaching was much desired by the teachers, in prac- 
tice it is almost non-existent.?o , 


> 


It seems axiomatic that in teaching a new procedure or skill the 
19 National Ed 


day and Tomos, p lo The Elementary School Principalship—To- 
20 P, M. Bail, * siege . i 
N- N ail, “Do Teachers Receive the Kind of Supervision They Desire? 
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presentation of a concrete illustration will be more effective than an 
abstract explanation. Demonstrations should be particularly valu- 
able for beginning teachers, for mature teachers who are interested 
in new methods of teaching but are not sure how to proceed, for 
teachers who are in a rut, or for teachers who are out of touch with 
modern methods of teaching. 

To be maximally effective, the demonstration should be planned. 
In preparation the teacher or group of teachers who are to observe 
should know and talk over with the principal the purpose of the 
demonstration which they are to see; or an outline of the lesson 
should be available so that no one is in doubt as to the purpose and 
proposed procedure. When the demonstration is completed it will 
prove of value to have the visitors participate in a conference with 
the teacher who demonstrated so that questions which have arisen 
may be answered. At times it may be advisable to hold a series of 
demonstrations so that the whole teaching cycle may be observed. 

Securing Demonstration Lessons. It is not an easy task for a prin- 
cipal to secure the consent of a superior teacher to prepare a demon- 
stration lesson. Some are diffident, others fear that the unprofessional 
will consider them as “showing off.” For a few the possibility of a 
first demonstration is positively terrifying. Perhaps co-operation may 
be secured from the shy or re'uctant teacher by bringing in one or a 
few teachers at first and then increasing the number of observers. 

Probably the best effects are secured when teachers see a demon- 
stration which they recognize as being of vital importance to them- 
selves. However, the authors have seen a demonstration lesson in the 
appreciation of literature presented to an entire faculty, at which the 
teacher of industrial arts was perhaps the most interested observer 
present. In many schools teachers of academic subjects would profit 
from seeing how instruction is individualized in the industrial arts 
laboratory. Many might profit from observing how enthusiastically 
pupils react in a class in physical education taught by a skillful 
teacher. Certainly any principal who is concerned with the develop- 
ment of more effective teaching in his school cannot afford to neg- 
lect demonstration teaching as an important technique. 

Intervisitation. Teachers and principals show moderate enthusiasm 
for intervisitation. In practice, intervisitation is not widely attempted. 
This is to be expected since demonstration teaching is practiced so 
infrequently. The values which may accrue from intervisitation are 
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the same as those expected from demonstration, if the visitation is 
planned as carefully as a demonstration and is discussed afterward. 
The practice of setting a visiting day for which a local school is 
closed is likely to be ineffective, since rarely can all teachers in a 
school use such a day to see a specific teaching act from which they 
hope to gain benefit. Visitation should be preceded by correspond- 
ence, and should occur when the best results may be expected. That 
arrangements for an entire school faculty could be made at once is 
extremely unlikely. Benefits may also be expected from intervisita- 
tion within a building when there is planning beforehand and con- 
ference afterward. 

Supervisory Bulletins. Bulletins are commonly used to reduce to 


convenient written form administrative matters which can be more 


economically handled in this fashion than through teachers' meet- 
ings. Such 


bulletins may also be used to improve the instructional 
program. Either they may be duplicated and a copy sent to each 
teacher, or they may be typewritten and posted on the teachers’ bul- 
letin board, For large faculties the duplicated bulletin will un- 
doubtedly prove more effective. Supervisory bulletins may summa- 
rize the results of the last teachers’ meeting or may carry suggestions 
for study for the next one. They may consist of brief annotated 
bibliographies or the citation of a professional article which is of 


special interest to a group of teachers. Such material would, of 


to the interested group. Reports of outstand- 


citing the name and class of the 
ults of a testing program, with 
ably be placed in a bul- 
before discussion by the 
ough the bulletin cannot be the 


for use as the basis of individ 


INSTRUCTIONAL LEADERSHIP 121 


However, professional reading during the school year is not 
enough. The academic and professional training of teachers has been 
shown to be frequently inadequate. The best and easiest source of 
additional training is a good university, although a satisfactory re- 
sult may be secured through independent work by teachers who 
have the necessary persistence. It is an opportunity for the principal 
to foster a desire for additional training on the part of the faculty 
through late afternoon and Saturday classes, extension courses, sum- 
mer session attendance, or advanced study while on leave of absence. 

What is more needed than new research in the public schools is an 
interpretation of the research that already exists and an application 
of it to the classroom practice. It is no less desirable or worthy of 
commendation to apply research to a classroom situation than to 
compile new research. The principal, by virtue of his position and 
because of the training which he should possess, is the logical per- 
son to bring the results of research into local school planning. What 
is discovered by research workers in the universities or bureaus of 
research in city school systems is not productive until it is translated 
into practice. The basic difference between oral and silent reading 
was discovered by scientific study; research influenced practice when 
the difference was appreciated by school administrators and was in- 
troduced into the schools. 

This statement must not be construed as an implication that re- 
search should not be carried out in public school systems. It cer- 
tainly should be when there is need for it. In any school in which 
planned supervision is practiced, there will be ample opportunity for 
research. 

Corey has defined research within a school system as “action re- 
search,”?! and describes two such research projects “Action Research 
to Improve Teacher Planning Meetings"? and “We Tested Some 
Beliefs About the Biographical Method.”“* These two examples were 
co-operative efforts between consultants of the Horace Mann-Lincoln 
Institute of School Experimentation and teachers and principals in 
public schools. The first was carried out in Denver, Colorado and 


21 M, Corey, Action Research to Improve School Practice. New York: Bureau 


of Publications, Teachers College, 1953. i 
22 Mary N. Smith, “Action Research to Improve Teacher Planning Meetings, 


in Corey, op. cit., pp. 41-61. 
ÜRCOSy and esf “We Tested Some Beliefs About the Biographical 


Method,” in Corey, op. cit., pp- 61-70. 
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the second in Battle Creek, Michigan. In each case the process in- 
volves (1) defining the problem, (2) setting up hypotheses to be 
tested, (8) deciding what sort of evidence would test the hypothesis, 
(4) collecting the evidence, and (5) drawing generalizations from 
the evidence. . 

Corey lists conditions which are favorable to action research. First 
of all is the freedom—and willingness—to 
in the schools which need to be solved. In 
have time and freedom for discussion. Als 
portunity to try out innovations or hy 
can well offer encouragement. Corey 
group work as imperative.*4 By this he means (a) freedom to change 
ithe estab'ished ways of working in groups, (b) continuous evaluation 
of group processes by the group members, (c) willingness to put into 
‘effect those changes which the group feels necessary if the group 
process is to be improved, and (d) training in group work methods 
under circumstances that stimulate reality but are not quite so 
crucial and, as has been emphasized throughout the text, there must 
be time and resources for experimentation. 

Surveys, the development of techniques, and classroom experi- 
mentation are particularly necessary in school systems, They do not 
require elaborate equipment, such as is often needed in basic sci- 
entific research, They are valuable nonetheless, for they offer op- 
portunities to enlist teachers as active participants in the study of 
educational problems. While the interpretation of existing research 


is more important in public school systems than is the production of 
new research, any system which has an adequ 


sure to include research at some point. 
Other very valuable supervis 


admit there are problems 
addition, it is necessary to 
0, teachers must have op- 
potheses, Here the principal 
also lists improved methods of 


ate supervisory plan is 


mportance these topics are treated 
separately in subsequent chapters, 
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6. 


EDUCATIONAL DIAGNOSIS AND 
REMEDIAL TREATMENT 


THE NEED FOR EDUCATIONAL DIAGNOSIS 

If all children learned equally well and quickly, there would be 
little need for educational diagnosis and remedial treatment. On the 
basis of what has been set forth in another chapter regarding 
differences in student abilities, the assumption is warranted that all 
children do not learn any segment of knowledge equally well or 
make the desirable adaptations to the school environment in ap- 
proximately equal time. Experience shows not only that children 
learn at different rates, but that some fail to learn at all. Educational 
diagnosis is therefore needed to discover the strengths and weak- 
nesses of individual pupils as the basis for their educational guid- 
ance. 

Diagnosis implies the collection of instruments and a greater back- 
ground of scientific studies available for both preventive and cura- 
tive practice. At the present time precise methods are not generally 
available for educational diagnosis, for we do not know what are the 
exact causes of many difficulties in learning. But a much more ex- 
tensive background of information for the practitioner in education 
will undoubtedly be accumulated as the science of education de- 
velops. When one considers what scientific information about edu- 
cation has been accumulated since 1900, he is amazed at what has 
been accomplished and he may well be hopeful for the future. 

More evidence than is now available concerning preventive meas- 
ures and remedial instruction in all fields of educational experience, 
Such as reading, handwriting, and arithmetic, will be accumulated in 
the future. But in a practical school situation in which the teacher 
faces a large number of different children in the course of a day's 
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work, or teaches a single group for the entire day, it is obviously im- 
possible for her to make such a thorough diagnosis of the many 
learning problems as has been recommended by many writers. As 
long as instruction must be carried on with groups, complete diag- 
nosis of all the learning problems in a classroom will be impossible. 
For this reason detailed analysis which requires elaborate equip- 
ment or instruments will be restricted to laboratories attached to 
universities or will be confined to research departments or clinics in 
school systems. 

The fact that the most elaborate diagnoses cannot be made by 
teachers and principals does not relieve them of the responsibility 
for knowing how such diagnoses may be accomplished, for fre- 
quently a simpler process which can be applied in the classroom has 
been worked out from the laboratory technique. Then, too, teachers 
and principals should know the details of the more complete diag- 
nostic process so that they may refer pupils in need of such help to 
appropriate sources. 

Developmental Programs. Many thoughtful students of educa- 
tion are concerned with developmental programs which attempt to 
improve all boys and girls in a basic skill, such as reading. With that 
point of view the authors are wholeheartedly in accord. Generally à 
developmental program encompasses remedial work for those in 
need. The broader aspects of the developmental program are dis- 
missed here with the statement that improving instruction is the 


major responsibility of the principal which is discussed elsewhere in 
the text.! 


Widespread Need for Remedial Instruction, Many school adminis- 
trators have been reluctant to inaugurate remedial instruction, or to 
admit that they were carrying on diagnostic and remedial work, since 
they felt that it was an 
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ferences of students in many respects—intellectual, physical, en- 
vironmental, or volitional—will cause differences in the learning 
which results. 

As an example, the reading ability of a ninth-grade class will 
normally center about ninth-grade level, with some pupils scoring 
above twelfth-grade level and some, often 20 per cent, scoring below 
seventh-grade level. Ordinarily, the lower 20 per cent are regarded 
as remedial problems because they cannot read with profit the text- 
books generally used in ninth-grade classes. But in another school 
the average reading ability of ninth-grade students may be at 
eleventh-grade level and some students, perhaps 25 per cent, will be 
below ninth-grade level. The pupils with ninth-grade reading ability 
who were at grade level in the first school become remedial cases in 
the second because they are so far below the average of their school- 
mates that they are in no sense comparable in the ability to compre- 
hend the written material used in this classroom. It is usually true 
that the more effective the original teaching is, the more imperative 
remedial instruction becomes for those students who are considerably 
below their classmates. The most effective teaching, while it raises 
the average level of a class far above present status, generally in- 
creases the individual differences which exist between students. 

Factors Which Condition Learning. Physical factors have long 
been known to exert an influence on learning. The child who cannot 
hear well, or whose eyesight is so defective that he cannot see what is 
being done in the classroom, cannot be expected to learn. The edu- 
cational results which have followed the correction of faulty eye- 
sight or hearing of children are too well known to require repetition 
here. Malnutrition, which interferes with normal learning, unfortu- 
nately can be found more frequently than it is pleasant to contem- 
plate, especially in schools in underprivileged areas. Vitamin de- 
ficiencies or toxins in the blood may cause physical conditions in 
children which handicap them in their educational work. The glands 
of internal secretion at times may fail to function properly and thus 
produce conditions in children which hinder school progress. Physi- 
cal defects, such as those resulting from birth injuries, inherited dis- 
ease, and accidents, greatly handicap pupils in their school work. 

School Need for Medical Service. Such physical deterrents cannot 
be diagnosed by teachers, but their presence may be suspected, par- 
ticularly those which relate to malnutrition, sight, and hearing. The 
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Validity. If a diagnosis is to be satisfactory it must be valid, that is, 
the condition whose existence is postulated must have a relation to 
the defect which has been determined, and remedial measures based 
on the diagnosis must be effective. For example, a child whose eye- 
sight is so defective that reading is painful to him has been given a 
valid diagnosis when the condition is discovered. If correction is ap- 
plied for his defect, remediation of the learning difficulty has been 
instituted. Very frequently the correction will enable the student to 
read with the facility and comprehension of others in his group. 

„~ Objectivity. In order to be satisfactory a diagnostic method must 
be objective. It may be said to be objective if several different per- 
sons reach the same solution as to the causal factors. Perhaps the 
most objective device employed in educational diagnosis is the oph- 
thalmograph which photographs the eyes while the subject is read- 
ing. The number of fixations per line, the length of the fixations, and 
the number of regressive movements per line can be measured in such 
objective fashion that any two diagnosticians will agree. Such a diag- 
nosis is valid as well as objective in that the factors are all associated 
with competence in reading. It does not necessarily follow that two 
diagnosticians will follow exactly the same procedure in remedying 
the defects observed, although in general they would agree. It should 
perhaps be pointed out that the ophthalmograph is a highly refined 
diagnostic instrument which cannot be available except in research 
laboratories or clinics. Only severe cases which do not respond to less 
elaborate, and frequently somewhat less objective, methods require 
such laboratory diagnosis. 

eliability. Another requirement for satisfactor 


liability. If the same result is Secured by two or more diagnosticians, 
using the same technique, there is evidence of reliability. Until better 
instruments are available they must be used in spite of their limita- 
tions, for they are better than none. In general, diagnostic instruments, 
of which tests are the principal type, increase in reliability as they 
sample more widely and adequately the skill, k 


ichum bet s nowledge, or ability 
which is being diagnosed. This also tends to increase the validity of 
the instrument. 


y diagnosis is re- 


_— Specificity. In order to be entirely successful, a diagnosis must be 
reasonably specific. It is of interest for a boy to know that he is doing 
well in English and French, or that he is not getting on well in alge- 
bra. It is of still greater benefit to know that he can solve problems 
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which involve addition and subtraction, but that he has difficulty with 
multiplication. The diagnosis becomes very specific when it is deter- 
mined that in multiplying 31?2x? the boy multiplies the exponents 
instead of adding them. In such a case specific remedial treatment 
may be begun and prompt improvement will ordinarily follow. The 
specificity of diagnosis in such skills as handwriting and fundamental 
processes in arithmetic is much more exact than in certain of the 
Social sciences, say economics or social problems, where the failure 
to progress satisfactorily may be due to poor comprehension of the 
reading material or insufficient speed in reading. 

The specificity of diagnosis should not be carried further than is 
appropriate for the remedial measures which may be applied, nor 
should it be carried to the point of being impracticable. Successful 
diagnostic and remedial work requires that measurement be em- 
ployed as the treatment progresses so that both teacher and student 
are aware of growth that is taking place. When objective tests are 
used to measure growth—and they are at present the best source of 
knowledge regarding growth—several equivalent forms are neces- 
sary in order that measurement may be made regularly. 

Qualifications of Teachers to Diagnose. Finally it is necessary that 
classroom teachers or principals, who must of necessity make most 
of the educational diagnoses, should be qualified. They should have 
a knowledge of superior educational procedures and some acquaint- 
ance with experiences that are likely to have educational value for 
boys and girls. A qualified diagnostician must also have a knowledge 
of, and an interest in, children and be able to secure their confidence. 
He should have a scientific attitude toward the problems of learn- 
ing difficulty. But he need not be a specialist or have access to the 
precise and complicated apparatus of the laboratory. 

As an illustration of the point, reference is made to an experience 
detailed by Buswell,? who diagnosed the difficulty of an elementary 
school boy who had experienced great difficulty with column addi- 
tion. A motion picture of the boy’s eye movements was made while 
he added several columns of figures. This indicated that the boy did 
not progress regularly up or down the column but added the figures 


2G. T. Buswell, “The Place of the Psychological Laboratory in Educational 
Diagnosis,” in Guy M. Whipple, ed., Educational Diagnosis, Thirty-Fourth Year- 
book, National Society for the Study of Education, Bloomington, Illinois: Pub- 
lic School Publishing Company, 1935, pp. 155-156. 
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in random fashion rather than in serial order. When he was ques- 
tioned about the habit he said he did not like to add, and so, to get it 
over quickly, he added all the nines, then the eights, and so on down 
through the smaller digits. Quite naturally he omitted some numbers 
and added others more than once so that the results were unsatis- 
factory. When this was pointed out to the boy he decided to add in 
regular fashion in the future. Although he did not consider the regular 
process so interesting as his former way, he quickly found satisfaction 
in it because the results were reliable. After the laboratory technique 
has demonstrated a cause of a specific difficulty, simpler methods 
can then be used in diagnosing that difficulty in pupils. For example, 
a teacher can ask a child to point with a pencil to the digits as he adds 
them, observing any unusual procedures. 

For practical purposes in the classroom the simple method of point- 
ing to the digits as the child works is just as satisfactory as the labora- 
tory procedure; it is objective, reliable, and sufficiently specific. The 
laboratory technique can discover the procedure and the research 
specialist may develop a simplified technique which can be used by 
teachers. The principal has the obligation and the responsibility of 


seeing that teachers are conversant with the scientific literature and 
apply it in practicable form in the classroom. 


THE TECHNIQUES OF DIAGNOSIS 
Physical and Health Records. It has been mentioned earlier in 
this chapter that physical factors may be the cause of learning diffi- 
culties. In order to diagnose such cases the school should secure, as 
part of its administrative record, information regarding the physical 


condition of children based on periodie examinations. This may need 


to be supplemented by more searching examinations in individual 
cases. 


Records Providing Data on Social and Environmental Conditions. 
Emotional, social. and environmental factors also condition learn- 
ing. There should be available for the guidance service information 
regarding the mental, emotional 


> and social behavior of students as 
well as inform 


ation about the out-of-school environment. The collec- 
tion of such information and its recording in usable form should be 
reduced to administrative routine in order that the material is avail- 
able when it is needed. Unfortunately such inform 


ation is not now 
generally available, i 
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Test Records. Regular testing of ability and achievement is in- 
dispensable both for adequate guidance and for educational diag- 
nosis. It is, of course, true that adequate tests do not exist for all im- 
portant objectives of education. However, they are at present the 
most readily available and reliable means of detecting learning diffi- 
culties in many fields. It must not be inferred that all tests which are 
satisfactory for survey purposes are adequate for diagnosis. 

For example, an excellent survey test of English mechanics, such 
as the Iowa Every Pupil Test of English Correctness, will tell a teach- 
er or principal how well a tenth-grade boy scores in relation to several 
thousand other pupils who are similarly classified. If his score is low, 
say at the 20th percentile for tenth-grade students, it is a probable 
indication that something should be done about it, but the gross score 
does not tell what ought to be done. The analysis of the test results to 
show how the individual performed on punctuation, capitalization, 
usage, and spelling may show that he is weak in one or more of the 
elements. 

Such an analysis, interpreted in the light of an intelligence test, and 
coupled with one or more of the other techniques of diagnosis which 
are enumerated, would enable one to arrive at a defensible plan of 
action. If the boy ranked in the highest 10 per cent in ability and the. 
lowest 20 per cent in achievement, remedial exercises certainly would 
be warranted in those areas in which he is deficient. If he ranked in 
the lowest 10 per cent in ability, the decision might conceivably be 
quite different. 

When diagnostic tests are not readily available, one must analyze 
the scores on achievement tests of the survey type or prepare diag- 
nostic tests. In general, so-called diagnostic tests have been so brief 
that the sampling of the students' knowledge is inadequate to arrive at 
a defensible or precise diagnosis. When satisfactory tests do not exist, 
they may be constructed by conscientious and hard-working teachers 
who will analyze the objectives of instruction and build items to 
cover the objectives. However, many of the better tests, such as the 
Iowa Silent Reading Examination, advanced form, are so arranged 
that adequate information for a tentative diagnosis is available from 
an examination of the parts of the test. 

In spite of their defects, standardized objective and diagnostic test 
results are among the principal instruments for use in a school situa- 
tion. Since tests are fallible instruments and may be in error in any 
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given situation, it is obviously desirable to have more than one test 
score in all cases which are being considered for intensive remedial 
instruction. A single test score which is very low, plus an interview, 
will frequently suffice for a classroom diagnosis. 

Students Work Habits or Reactions to School Work. Much in- 
formation about learning difficulties may be observed while students 
are at work. Boys and girls who count instead of add in arithmetic 
may be detected because they frequently tap with a pencil or the 
feet or obviously use the fingers in counting. Vocalization in silent 
reading may be detected by movement of the lips or throat while the 
pupil is reading silently. It is also easy to determine approximately 
the number of eye fixations per line a child makes while reading 
silently. 

Because of the large number of students with whom a teacher must 
deal, it is necessary to restrict her study to those whose progress is un- 
satisfactory, the condition generally being revealed by test scores. 
Teachers may also observe which boys and girls do not participate in 
class activities, or which ones respond so far afield as to show that 
they have a complete lack of understanding of the class work. The 
teacher may also note the reactions of students to certain kinds of 
motivation. In general, children respond to praise more readily than 
to reproof, but there will be individual differences for which different 
incentives may well be provided. 

y no pre venum TA careful analysis of students’ written 
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able one to make a diagnosis of reading difficulties, but it may mate- 
rially supplement the information which is gathered from other 
sources. 

Individual Diagnosis. In many subjects, particularly the tool sub- 
jects such as spelling, arithmetic, handwriting, or algebra, it is possi- 
ble for pupils to diagnose their own difficulties. Pupils may be en- 
couraged to tell teachers what points are causing them difficulty so 
that remedial help may be given. 

The Interview. One of the most effective diagnostic devices is the 
interview. Even when test results or other objective evidence is avail- 
able, it is essential to hold an interview to find out why the errors are 
made. Objective test results or an analysis of written work in English 
to determine errors may show that a student uses more capitals than 
are necessary but gives no indication of why the pupil overcapitalizes. 

Errors may be due to wrong information rather than to chance or 
carelessness, as is indicated by the following questions from students. 
“If important words of a title are capitalized, why not important 
words in sentences? . . . If certain groups like Jews and Methodists 
are capitalized, why not pirates and lawyers?" No amount of practice 
in capitalization can possibly eradicate overcapitalization until the 
misconceptions have been cleared up. For clearing up misconcep- 
tions and difficulties, the interview is indispensable. Mention was 
made of the boy who added a column of digits in random fashion 
rather than serially. The eye-photographs showed what he was doing, 
but an interview was necessary to find out why. Then the difficulty 
was corrected. 

Another illustration is drawn from a third-grade class in which the 
teacher used the example "82 minus 36" in introducing the new step of 
carrying in subtraction. The teacher carefully taught the pupils to 
say: 6 from 12 is 6. One little girl adopted the idea that in all cases 
one subtracts the smaller from a larger number, regardless of whether 
the larger number is in the minuend or in the subtrahend. 

If the teacher had spent five minutes in interviewing the girl in- 
stead of assigning more problems, the whole difficulty would have 
been cleared up with less effort than was involved in reassigning 
problems. The emotional strain and embarrassment that might have 
been avoided for the child is incalculable. 

The interview is one of the most effective diagnostic procedures, 
especially when coupled with some objective such as that secured 
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from a diagnostic test or an analysis of errors in written work. While 
the class is working on an assignment, the teacher may ho!d an inter- 
view with the boy or girl in the corner of the room, being careful not 
to interrupt him while he is explaining why he does what he is doing. 
In mathematics, for example, the teacher may have the student add a 
column of figures if that is the kind of problem with which he is ex- 
periencing difficulty, asking him to add verbally or point to the figures 
as he goes along. This will show the cause of the error in many cases. 
There might be a lack of knowledge of the fundamental number 
combinations, failure to add serially, or inability to "carry" to the sec- 
ond column. In these cases the defect could be corrected quickly. 
Probably no method of diagnosis reveals more for the time and effort 
expended than does the interview. 

Laboratory Equipment. Finally there should be access to labora- 
tory equipment for deep-seated or difficult cases which do not yield 
to the less extensive and ordinarily satisfactory diagnostic methods. 
These may be made through the analysis of activities involving skill, 
diagnosis of time records, diagnosis through photographs of eye 
movements, the use of moving pictures, and voice records. 

Although extensive aids are available for educational diagnosis, 
they are by no means complete for all areas or desirable outcomes of 
education, 

The Number of Children in Need of Educational Diagnosis. Just 
how large a percentage of children will be in need of diagnosis and 
remedial treatment cannot be stated precisely, since it varies from 
one school to another, Some authorities estimate that individual di- 
agnosis is necessary for 3 or 4 per cent of the pupils in reading and 
that it would be of benefit to a much larger number. Most authorities 
estimate that a much larger percentage are in need of individual or 
group remedial instruction. The range of scores on any satisfactory 
test indicates that the lowest 10 or 20 per cent of a class are so far be- 
low the upper 10 per cent that they cannot profit from similar meth- 
ods and materials. For practical purposes this lower 10 or 20 per cent 
are proper candidates for group remedial instruction, with a few in 
need of individual attention. 


REMEDIAL TEACHING 


Basic Principles. After the diagnosis of a student’s difficulty has 
been made, it is necessary to follow up with suitable remedial mate- 
rial. Because reading is so basic to all kinds of study, more remedial 
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programs have been carried out in this subject than in any other? 
Bond lists nine basic principles which should guide remedial work in 
reading. They apply equally as well in other fields.* 

^ 1. Remedial instruction should be based upon thorough diagnosis. 
Disabilities in school subjects frequently result from group instruc- 
tion which did not take into account the differences between individ- 
uals. Thus most remedial cases are those which did not profit from 
‘group instruction. Unless remedial instruction is adjusted to meet the 
stages of development of the individual, it cannot be successful be- 
cause group instruction has already failed. Remedial programs which 
attempt by a sin gle procedure to correct faulty reading, for example, 
will not solve many remedial cases in reading. Unless the diagnosis 
indicates the problem of the individual, the disability cannot be un- 
derstood and proper remedial methods cannot be undertaken. 

.. 9. Remedial instructions should be started through the use of ma: 


“terials at the student's level. If a youngster in the ninth grade has 


fourth grade reading ability, it will be necessary to begin with read- 
ing materials on his level, so that he can be successful in what he 
undertakes, Otherwise, he will be discouraged, and the remedial 
program is likely to be ineffective. The regular material has been too 
difficult for him and has added to his discouragement. It is highly 
desirable that the student with a disability should experience success. 
Persons who have worked with remedial cases know the wonderful 


feeling of success which comes to boys and girls who, for the first time, 


are able to carry out an assignment successfully. 

8. The natural interests of a student should be used in selecting ma- 
terial. Materials which are of high interest to a student should be 
used. Thus, beginning reading material which is successful in the first 
grade is frequently not successful with sixth- or seventh-grade stu- 
dents because the material is not at their interest level. When reme- 
dial materials were developed for the Armed Forces during World 
War II, the methods which are used in lower grade instruction were 
followed, but the content was changed to meet the interest needs of 
the men. The remedial teacher who knows the natural interest of 
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students and locates material at these interest levels will have greater 
success than one who does not. 

4. The materials should be interesting in content and in style. It is 
highly improbable that romantic stories will appeal to boys of junior 
high school age, and it is much more certain that stories dealing with 
airplanes, with out-door life, or with sports will be much more suc- 
cessful. It is not always possible to find materials that are easy for a 
student to read and at the same time in keeping with his interests. 
Some remedial teachers have prepared materials which fit these 
criteria and re-use them for similar types of students. 

5. The reading must emphasize the techniques and skills to be im- 
proved. For example, if a student has difficulty in locating informa- 
tion, he needs exercises in locating material. If he has trouble with 
word recognition or vocabulary, specific exercises to develop these 
skills are in order. 

6. The purpose for reading should be clear to the student. The 
remedial teacher should avoid setting up artificial reading purposes 
or situations. In general, the material should have intrinsic worth to 
the student. It is neither wise nor necessary for the remedial program 
to be something apart from the school experience. For example, if a 
student is at the fifth grade level in reading, history material can be 
found which is written at the fifth grade level and from which he can 
profit instead of the regular eighth grade materials which are fur- 
nished to the rest of the class. 

The rewriting of some of the great works of literature in simplified 
vocabulary—a project already started—will make these great works 
understandable to boys and girls who cannot read the stories in their 
present form. 

7. A student should be aware of the nature of the disability. If im- 
provement is to be as rapid as possible, the student must know the 
specific skill which he is endeavoring to improve and must have ma- 
terials which are specifically pointed toward the elimination of the 
difficulty. Remedial work is probably most effective when it is given 
individually, but experiences show that it can be given to several 
children at once if their difficulties are similar. Where the entire 
group is below standard, the instructional procedures for all may be 
remedial in the sense that it begins at the level of the learner and pro- 
ceeds to the level which is sought. Remedial work must be given sys- 
tematically. A few scattered attempts cannot accomplish anything. 
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Individual remedial work is generally given two or three times a 
week; group work is usually given daily. 

8. The student should have his progress demonstrated. It is gener- 
ally considered good practice to have a record kept with testing done 
regularly once a week or every two weeks. This record should be- 
come a part of the cumulative student record. The record also fur- 
nishes clues for the attack to similar problems in the future. Analysis 
of many such cases would reveal a number of important facts about 
learning. From time to time the student may find he is not gaining. 
Remedial teachers must understand that there will be plateau in 
remedial learning and the student must be taught to expect this. 

9. Good teaching techniques must be employed. In remedial teach- 
ing it is necessary to use good techniques which have proved success- 
ful in teaching at lower levels. One must proceed on a tentative basis, 
and if the particular technique is not successful, something else must 
be tried. 


MAKING A CASE STUDY 


— For. very seriously retarded students it is necessary to make case 
studies to find out the problems which need to be solved. The case 
study method involves collecting all the material about the youngster 
and placing it in a folder. The following outline for making a case 
study is recommended by Blair. 


Teacher making study ....... «s Date of investigation ...... 
I. Identification of Pupil. Give his name, address, age, sex, school grade. 
II. Statement of the Problem. Include an account of why the pupil is 
being studied. What appears to be his trouble? Is he a slow reader, poor 
speller, deficient in arithmetic, or what? : f 
II. Diagnostic Test Data. What are his particular strengths and weak- 
nesses? If he is a poor reader, the tests should answer such questions as 
these: How well does he read? What is his method of attacking new words? 
Does he have an adequate sight vocabulary? Is he an inaccurate reader? 
Does he make frequent reversals? If he is deficient in arithmetic, the tests 
should answer such questions as: What fundamental operations cause him 
the most trouble? Does he know the basic number combinations? What 
are hi i ors? 
Y * [sen Sepa Pupil. Give significant information which the pupil 
has contributed about, himself. What does he think about his difficulty? 


What are his attitudes, outlooks, interests, plans? 


5G. M. Blair, Diagnostic and Remedial Teaching in Secondary Schools, pp. 
379-380, 
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V. Pupil's Physical Condition. Has he any visual or auditory defects? Is 
he undernourished? Does he have adenoids or diseased teeth? Are there 
evidences of abnormal glandular conditions or nervous disorders? Is he 
frequently ill? Much of this information can be supplied by the school 
nurse. A report from a complete medical examination should be secured 
whenever possible. 

VI. Social and Emotional Adjustment. Does he get along well with other 
pupils? Does he get along well with his teachers? Is he shy and retiring? 
Does he exhibit aggressive behavior? Has he been involved in any disci- 
plinary episodes in school? Information can be secured from actual obser- 
vation of the pupil's behavior, by consulting with other teachers, and by 
means of personality and adjustment tests. 

VII. Educational Record. This should include not only his present 
scholastic attainments, but should also trace his academic successes and 
failures as far back as the first grade. The school office files can be searched 
for this information, and previous teachers and principals can be con- 
sulted. 

VIII. Mental Test Data. What do the results of standardized intelli- 
gence tests indicate? Does he possess below average, average, or above 
average learning ability? Does he score higher on a verbal or nonverbal 
type of test? Always record the exact name and form of the test used as 
well as the score or IQ. Whenever possible an individual test such as the 
Stanford Binet should be administered. 

IX. Special Interests and Attainments. What are his interests? What 
does he do when school is out? Does he like to read? What outstanding 
things has he ever done? Much of this information can be secured through 
interviews with the pupil, by means of questionnaires, and by consulting 
his friends, teachers, or relatives. 

X. Home Conditions. What is the socio-economic level of the home? 
How many brothers and sisters does he have? Are they superior or in- 
ferior to him in academic achievement? Is the home a happy place in 
which to live or is there a great amount of conflict? What is the father's 
occupation? Does the mother work? What is the attitude of the parents 
toward the pupil and his problems? Is there a good library in the home? 
These are just a few of the many details which should be secured relative 
to the home environment. Information under this heading should be nb- 
tained through an actual visit to the home as well as from other available 
sources, 

XI. Diagnosis of the Case. Taking all the facts into consideration, what 
seem to be the chief obstacles to the pupil’s normal progress? 

XII. Recommendations. What should be done in the light of the evi- 
dence which has been gathered? Should his program of studies be re- 
arranged? Should an attempt be made to alter certain home conditions? 
Should he be given regular remedial work? What should be the nature of 
the work? What materials should be used? The plan of attack should be 
as completely outlined as possible. As conditions chance or as new evi- 
dence is obtained this procedure can be modified accordingly. 
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As one can see from the outline, a case study is an extension of the 
diagnosis of an individual, and only a limited number of them can be 
undertaken-by a teacher. Again it is clear that test data and informa- 
tion gained by the interview are very large parts of the case study 
method. 

Many competent teachers who have been willing to spend time 
have done remedial teaching successfully. It is generally agreed, how- 
ever, that especially trained teachers are more likely to be success- 
ful, and such teachers can be found through our major teacher train- 
ing institutions. Summer courses are available, and large numbers of 
teachers are known to enroll in them. It seems quite reasonable to 
prophesy that remedial teaching will become much more extensive 
and successful in the decades which lie ahead. 

Provisions for Students with Subject Deficiencies. Many schools 
have provided for students with subject matter deficiencies in a 
variety of ways. Some have remedial instruction for individuals or 
groups. Others have organized special classes designated in various 
ways. Classes are more common at the secondary level than the ele- 
mentary. Among the names applied to such groups are Special 
Classes for Pupils Who Have F ailed, Remedial Classes, Adjustment 
Classes, and Coaching Classes." This type of service tends to be found 
more frequently in large schools than in small ones, The students in 
such classes generally remain in the regular classes in secondary 
school for most of their work, reporting only to the special classes in 
which they have difficulties. Such classes should meet during the day 
rather than before or after school, or on Saturday. It must be empha- 
sized that if there is to be no stigma attached to membership in the 
coaching or remedial class, the students must enjoy all of the extra- 
curricular and school opportunities which are available to their 
fellow students. 

It is indeed unfortunate that a diverse student population is as- 
signed to the same class, although it is true that some students will 
have one or more difficulties. It would be much better to assign slow 
learning boys and girls to special groups and to organize special 
coaching classes for failing students and remedial classes for those 
who have normal ability but somehow have failed to acquire the 

6 See Ruth Strang, “Providing Special Help to Retarded Readers,” Chapter 11, 


Reading in High School and College, 47th Yearbook, National Society for the 


Study of Education, 1948, Part II, pp. 224-250. 
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subject matter proficiency. This plan would reduce the heterogeneity 
of the groups and promote teaching efficiency. In these classes the 
practices which have been described in this chapter may be used to 
advantage. 
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7. 


THE IMPROVEMENT OF 
CURRICULUM MATERIALS 


THE IMPORTANCE OF REVISION 

The improvement of curriculum materials is generally considered 
one of the most important supervisory responsibilities of the princi- 
pal. As the leader of the school the principal is expected to be in a 
position to assist in determining the needs of the school and in taking 
action to bring about desired changes. However, the wise principal 
knows that such a task is a complex one and that co-operation must 
be secured if curriculum revision is to be effective. Dm 

Educational books and articles in recent years have emphasized 
course of study construction and curriculum revision as an important 
means of in-service training for teachers and as a way of democratiz- 
ing school procedure. It should be stated that these activities in- 
volve more than constructing units or determining new courses to be 
added. Krug believes that curriculum planning involves five cate- 
gories of concurrent activities; (1) Defining or identifying the various 
functions of the school; (2) Developing the all-school program; 
.-(8) Outlining the fields of instruction and other aspects of the pro- 
gram; (4) Providing specific helps to teachers; (5) Giving emphasis 
to teaching and learning.! 

Demands for Curriculum Reconstruction. The importance of cur- 
riculum reconstruction may be judged to some degree by the amount 
of activity centered about that phase of education. The number of 
articles bearing upon the subject now being found in current periodi- 
cals, the number of bulletins containing curriculum materials now 
being issued by the departments of public instruction, and the ef- 


1 E. A. Krug, Curriculum Planning. New York: Harper and Brothers, 1950, 
pp. 5-8. 
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forts of education departments in producing curriculum mono- 
graphs are evidence of the importance attached to this area. Local 
school systems also are not overlooking the matter of curriculum 
revision. Some city school systems have established permanent lab- 
oratories, and many smaller systems maintain continuing curriculum 
committees. 

The unique character of the educational system in the United 
States makes necessary continuous attention to the school curricu- 
lum. As new problems arise, the schools are expected to deal with 
them. Basic changes in society are reflected in the education which 
is provided. Caswell lists six current demands involving changes in 
the curriculum.? They include demands for: (1) Greater interna- 
tional understanding; (2) Improved intergroup relations; (3) In- 
creased emphasis on éducation and family life;.(4) Greatér under- 
standing of American ideals and love of country; (5) Conservation 
education, and (6) Contributing to the understanding of atomic 
energy. Careful study of this list of demands reveals the complex 
nature of curriculum revision. 

Any individual, even with specialized training in curriculum, 
would find it impossible to conduct a program of revision without the 
cooperation of other school personnel. It would be unwise, also, to 
effect extensive changes in a school's offering without careful con- 
sideration of the implications of such change. Caswell offers several 
suggestions to curriculum workers as a basis for evaluating demands 
for curriculum change:*-(1) The proposed change should be con- 
sistent with democratic values; (2) the change should be a reason- 
able area of activity for schools; (3) The proposed change should 
have the support of public- -spirited leaders in the community;. (4) 
Meaningful and useful experiences relating to the lives of the pupils 
Should result from the proposed changes; and (5) Other areas of 
greater potential value must not be displaced by the changes. 

One other suggestion may be helpful to those who are reorganiz- 
ing the school curriculum. Studies which are being conducted often 
contain clues to pertinent facts and information. One example is 
the study made by Kaulfers concerning the enrollment in high school 


? H. L. Caswell, and Associates. Curriculum Improvement in Public School 
Systems. New York: Bureau of Publications, Teachers College, Columbia Uni- 
Vetsity, 1950, pp. 23-36. 

8 Ibid., pp. 38-40. 
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foreign languages.! During the past twenty years, according to his 
findings, the enrollment in foreign languages by pupils attending 
public secondary day school has decreased from 35.5 to 21.5 per 
cent. Other information derived from this study reveals that the 
subjects of French, Latin, and German enroll considerably fewer 
students than they did in 1933, while Spanish has shown some in- 
crease in enrollment. Regional interests in foreign language are 
also revealed. This and similar studies provide worthwhile informa- 
tion to those involved in curriculim work. — ^ i 
What Is the Curriculum? The curriculum and course of study have 
been generally regarded as synonymous terms. This conception has 


The making of a curriculum, then, is a much broader undertaking 
than that of making a course of study, for it must consider the 
problems of learning and teaching, the place of the school in soci- 


although the preparation of the course of study may be done by a 
much smaller group. 

It is generally accepted that the purpose of the schools is to pre- 
pare the pupils to take full and active part in the life of the com- 
munity and state. If this task is to be carried on successfully, atten- 


; t. Hence, a continual program of 
curriculum revision is required in order that the materials in use 


* W. V. Kaulfers, “Midcentury Enrollments in High School Foreign Lan- 
guages,” The School Review, Vol. LXI (April 1953), 232-936, 
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may be altered in response to fundamental changes in society out-, 
side the school, or may be changed as research finds new materials 
of social significance for school use. 

The Role of the Principal in Curriculum Construction and Revision. 
If curriculum revision is to be made in a school system on a city- 
wide basis, the logical person to institute the proceedings is the 
superintendent or his deputized assistant, who may be designated 
the “Curriculum Director” or “Assistant Superintendent.” In small 
systems the entire burden of leadership will rest on the administra- 
tive head of the schools. The principal must assume the leadership 
in his own school, whether the school is independent or part of a” 
city, county, or state system. 

Importance of the Principal. As illustrations of the importance of 
the principal in curriculum revision may be mentioned the expe- 
riences at Pine Mountain Settlement School in Kentucky or the Rap- 
pahannock District High School in Virginia.5 In these schools, which 
are located in small communities without financial advantages, ener- 
getic school principals who believe in fitting the schools to the needs 
of youth have broken sharply with traditional curriculum practices. 
The school materials at Pine Mountain are drawn from the previous 
experiences of the mountain youth who are enrolled and who main- 
tain themselves by productive work at the school. Work done by the 
students includes upkeep of buildings, housework, and the care of 
the poultry and farm animals. Not only is Pine Mountain a com- 
munity school; it is a community complete in itself. Academic work 
begins with the interests and background of the youths and develops 
these interests to a point where they are functional in later life. For 
example, art is closely related to printing, bookbinding, woodwork- 
ing, and dramatics—activities that are in themselves interesting and 
yet of value outside of school. 

In the Rappahannock District High School at Center Cross, Vir- 
Einia, both the elementary and secondary programs have been re- 
vised. The elementary curriculum consists of a core program, which 
takes the entire morning, and drill and appreciation periods, which 
fill the entire afternoon. Both-vocal music and the opportunity to 
Play a musical instrument have been provided for elementary school 
children, Home projects in agriculture, home economics, or shop are 


5 Harold Spears, The Emerging High-School Curriculum and Its Direction. 
New York: American Book Company, 1948, pp. 73-108. 
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carried out by all pupils in the three upper elementary grades. The 
teachers of the latter subjects also assist in the core program of the 
elementary school. 

In the first year of the high school the fields of social studies, lan- 
guage arts, general mathematics, and applied science are closely re- 
lated. No provision for electives is made in the first year of the high 
school, but increasing provisions are made in the three upper years. 
Flexibility in the daily program allows the teachers of vocational 
subjects to serve as consultants or to assist in the required program. 
Such a program represents a sincere effort at correlation in which 
subject matter lines have not been obliterated but in which subjects 
are consciously related. 

These illustrations are mentioned because they indicate clearly 
that curriculum revision can be carried out successfully in small com- 
munities without special resources if the principal can assume the 
educational leadership which is his major responsibility. In large 
city systems where curriculum revision presents a city-wide prob- 
lem, it is found that the work succeeds best in those schools in which 
the principal believes in curriculum revision and assumes his full 
responsibilities as an educational leader. 


METHODS OF CURRICULUM CONSTRUCTION 

The Textbook as the Curriculum. Schools have always had some 
kind of curriculum. These curriculums were often rudimentary and 
inadequate and varied greatly from one school to another, All too 
frequently the curriculum has been based on a single textbook, a 
practice which is, unfortunately, followed in many schools even to- 
day. An inevitable result of a curriculum based on a textbook or a 
series of textbooks is that teachers become preoccupied with teach- 
ing subject matter rather than with the development of their pupils. 
Tf the pupil does not master the subject matter, he is failed-and re- 
quired to do much of his work over or drop out of school. Needless 
to say, such a concept is untenable in an age when it is difficult for 
youth to find productive or remunerative work outside the school. 
The day is rapidly approaching when all children and youth up to 
twenty years of age will be kept in school. Curriculum materials that 
are vital to their needs and that they can understand must be pro- 


vided. Such materials are found with increasing frequency in mod- 
ern schools, 


IMPROVEMENT OF CURRICULUM MATERIALS 151 


No matter how efficiently curriculum revision has been done, or 
how radically the course of study has been reorganized, the need for 
books will continue. Melton believes that textbooks have survived 
many changes and still rank high as instructional material, that they 
still make valuable contributions to better teaching, and that results 
depend upon the qualities of the particular book used and upon 
how it is used.° Since the textbook is one important medium for car- 
rying on instruction, selection is extremely important. Textbooks are 
selected by individual teachers, committees of teachers, principals, 
or superintendents. Teachers should share the responsibility for 
book selection since they are responsible for the use of the books in 
the classroom. 

Revolt Against Textbooks. In the revolt against the slavish use of 
the textbook, some schools have gone to the other extreme. In some 
cases no guidance or outline is provided for instruction. Each teacher 
is left to his own devices to discover what will be of most benefit for 
the children entrusted to his charge. In extreme cases the teacher is 
expected to submerge himself and to allow the children to decide 
what they wish to do. Without the assistance of a wise teacher in 
such situations, the curriculum may become a series of activities 
without goals and even unrelated to important educational objec- 
tives. Such a procedure results in duplication of materials in suc- 
cessive years. It complicates the transfer of pupils from one school 
to another. Educational leaders have condemned the plan because 
it does not insure that each child will have an acquaintance with the 
general human culture or that he will possess the requisite tool 
skills needed in society. 

Between the two extremes, the limitations of which are increas- 
ingly evident, the curriculum maker must operate. It seems safe to 
state that teachers, principals, pupils, and parents may be used to 
establish criteria for selecting instructional materials. Such matters 
as the reading level, subject content, availability, and appropriate- 
ness for objectives are items which would be used in evaluating in- 


structional materials.” 
“Scissors and Paste-Pot” Curriculum Construction. In the past, 


5 J. R. Melton, “Using Textbooks Wisely,” The High School Journal, Vol. 


XXXVI (February 1953), 138-140. Jd : 
TC. H. Sweat; “Selecting Instructional Materials, The National Elementary 


Principal, Vol. XXXII (February 1953), 12. 
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when the story was spread that a school had a good course of study, 
it became common practice to secure a copy and to order it into use. 
The next step beyond copying a single course of study was to secure 
curriculum materials from several cities or states. From these ma- 
terials someone, frequently an administrative officer, selected various 
topics and placed them together in a sequence. Such curriculum gon- 
struction has been called the “scissors and paste-pot" method. Strictly 
speaking, it is not curriculum construction; rather it is course of 
study construction. That such practices succeed to some extent is 
due to the teacher's familiarity with the topics treated, since fre- 
quently they differ only slightly from what had been previously 
taught. Often such courses of study refer directly to textbooks that 
are adopted in the school System and that serve as the source of all 
the teaching material used in the schools. 

Imitation of courses of study, or the literal adoption of one, is the 
simplest way of securing curriculum materials, but it is readily seen 
that no progress can be made nationally if everyone copies the 
practice of someone else. Inevitably the schools would become more 
and more conservative and sooner or later they would be entirely un- 
satisfactory for a changing and dynamic society. 

Curriculum-Making byS 
ists has always had a plac 
school texts were presume 


pecialists. Curriculum-making by special- 

€ in school practice. The first writers of 

d to be specialists. By their text they set 

the curriculum pattern of the day. In recent years an enormous 
amount of time, money, and energy has been devoted to educational 
research. The findings of such research would not in all probability 

“have been produced by curriculum committees in school systems be- 
cause of pressure of time, lack of research funds, and public disin- 
terest in basic research being performed in the schools. 


As a result of the educational research the subject matter special- 


ists or curriculum experts were invited to assist in curriculum im- 


provement for more or less extensive periods of time. Usually they 
acted as consultants to committees of teachers, 'The specialists also 
brought iñ new materials which the entire group of teachers would 
have overlooked, These materials were added to the materials pro- 
duced in the schools. The stimulation which resulted can scarcely 
be overestimated. 

Curriculum Construction by the Local School Personnel. During 
the past two decades curriculum construction in the local school by 


IMPROVEMENT OF CURRICULUM MATERIALS 158 


teachers, principals, supervisors, and central office staff has pro- 
gressed steadily. In some schools persons can be found who are spe- 
cialists in various areas of the curriculum, or who are willing to be- 
come expert. Specialists may also be employed as consultants, but 
the major responsibility must fall on the local school officials. In some 
cities full-time directors of curriculum are employed to work with 
teacher committees in the construction and revision of curriculum 
materials. This practice implies what is now generally accepted, that 
curriculum revision is a continual process and one which must pro- 
ceed on many fronts at the same time. As the method of teaching 
from a single textbook is superseded by the use of many varied ma- 
terials in the classroom, probably under some form of unit organiza- 
tion, the improvement of curriculum materials becomes imperative. 
The preparation of curriculum materials by committees of teachers 
under the direction of lecal school officers, stimulated by attendance 
at summer sessions or workshops, has become a generally accepted 


pattern in American education. 
Construction of the Course of Study. The course of study cannot 


be written by the entire corps. 

In preparing a course of study, the small committee that actually 
does the writing and editorial work should have access to the scien- 
tific studies bearing on the problem. One of the problems that always 
presents difficulties is what to include. Since human knowledge is so 
great, some choice must be made. Wherever scientific evidence 
exists which shows the value of material or method, the evidence 


Should be utilized. 

.. Four bases of selection have been suggested: (1) significance to an! 
organized field of knowledge, (2) significance to an understanding | 
. of contemporary life, (3) adult use, and (4) child interest and use. To 
determine the last two bases, many research studies have been made. 
The specialists are most helpful in evaluating these and in helping to 
choose proper materials. They will also prove helpful in organizing 
the whole course of study. Their assistance is much more likely to be 
obtained on a part-time rather than on a full-time basis. Specialists 
in both general curriculum construction and in the special fields have 
a place in making the course of study. They may provide technical 
advice to the committee which is doing the writing, and stimulation 


to the entire teaching staff. 
In addition to the persons mentioned, the superintendent or his 
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representatives, the principals in the school system, special super- 
visors if they are employed in the schools, and the classroom teacher 
have a place on the various committees. The committee will probably 
be most effective if its membership includes not less than three nor 
more than ten members. The. selection of the teacher members of 
such a committee is most important. Qualifications which are essen- 
tial are: (1) superior teaching ability, (2) special interest in preparing 
materials to be used in the schools, and (3) college or graduate train- 
ing which includes curriculum study. Certainly the qualification of 
having done superior teaching, which would include having pre- 
pared materials suited to the needs of the group being taught, is a 
prerequisite not to be overlooked. And if curriculum revision or con- 
struction is to be more than an incidental duty, adequate provision 
must be made to free teachers from their classroom duties so that 
they may devote full energies to the task. 

In the process of trying out the materials, the supervisory device 
of holding demonstration centers in the experimental classes to de- 
termine unforeseen difficulties or unexpected weaknesses will help 
facilitate the ready inception and intelligent use of the material. After 
the course of study has been put into use, it might be evaluated to 
determine whether it effects the changes in children which are de- 
sired and expected. 

Arranging Materials by Units. No matter what form of curriculum 
reorganization is chosen, it is customary to arrange materials into 
units. These may be resource units for teachers or teaching units for 
pupils. Resource units contain more materials and suggestions than 
can be used by a particular class; they attempt to furnish a complete 
survey of the problems that might be considered and to list all the 
pertinent materials that might be considered or might be used in 
teaching. Such units may be used by teachers to locate materials and 
to indicate areas or problems to be studied extensively by a particular 
class. 

Teaching units are prepared for use with a particular group of pY- 
pils. They-may-be planned in advance or may be developed as the 
particular class progresses, depending on the philosophy of the 
school. In either case pupil interests should be, and often are, con- 
sidered in selecting units for study. In addition, the subject matter 


may be organized psychologically rather than logically or chrono- 
logically. i 
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Types of Units. The length of a teaching unit depends in part on. 
the ability of the pupils and in part on the character of the subject 
matter included. Types of units generally found are: 


I. Subject Matter Units: 

A. Topical Unit. 

B. Generalization unit. 

C. Unit based on significant aspect of environment or culture. 
II. Experience Units: 

A. Unit based on center of interest. 

B. Unit based on pupil purpose. 

C. Unit based on pupil need. 

Subject Matter Units. Many so-called units are merely topics. 
Topical organization differs very little, and in some cases not at all, 
from the traditional textbook instruction. The term wnit replaces the 
term chapter, as it has in some textbooks, and no other change occurs. 
Needless to say, such a reorganization cannot be of great significance. 

Generalization units are much more usable in some fields, particu- 
than in others. In biology, for example, one is likely 
and work toward the complex. Such an ar- 
working toward generalization, is en- 
but may not necessarily be of value in 


larly in science, 
to begin with the simple 
rangement of subject matter, 
tirely appropriate in science, 
social studies. 


The third type of subject matter unit, the organization of material 


significant in explaining contemporary life, is most important. The 
westward movement is an example of such a unit taken from the field 
of social science. To call a topic in mathematics, such as “Learning 
More About Addition and Subtraction,” a unit merely confuses the 
issue. Until mathematics is reorganized in more functional units, such 
as “Working with Data” or “The Nature of Proof,” it would be well to 
speak of topics in mathematics rather than of units. The term unit 
would be reserved for a body of subject matter enabling children to 
make an adaptation to the contemporary civilization in which they 
live. 

Experience Units. Units based on children’s interests or purposes 
have been developed by teachers closely identified with the “child- 
centered” schools. This particular group of schools bases much of its 
activity on what is apparently child interest, although sometimes 
merely a whim. Units developed are frequently of the type described 
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by “Boats” or "Housing" or other phenomena which may cut across 
the subject matter lines of several departments. The source of unity 
in the unit is child interest or purpose. One serious difficulty is to ar- 
ticulate the subject matter vertically so that there is no serious over- 
lapping between lower and higher grades. 

An examination of some of the materials developed in schools un- 
der this philosophy reveals the tendency to aimlessness and lack of 
unification. It may also be mentioned that children will have and ex- 
Press a passing interest in almost any topic suggested. Thus, even the 
most child-centered courses secure interest in those topics which the 
teachers consider necessary, perhaps only because of tradition. Child 
interest is important, but it is inconceivable that a well-rounded pro- 


struction. 


TYPES OF CURRICULUM ORGANIZATION 
As has already been intimated, curriculum organization may vary 
from extreme formalism and reliance on a single textbook to the ex- 


s enumerated, Tntegration is 
f an individual with his cul- 
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Correlation. Since correlation has been mentioned so frequently 
in the educational writings, an example is pertinent. The illustration 
is taken from the fields of American literature and United States his- 
tory, subjects very frequently used for purposes of correlation. In this 
particular illustration the subject matter has been reorganized 
markedly. 

For example, while a unit in United States history entitled “The 
Westward Movement” is being taught, the teacher of English may 
teach the literature of pioneer life. “The Westward Movement” at- 
tempts to show how the pioneers conquered the West over a period 
of approximately a century, but the material is not a chronological 
study of American history, for it ignores political and military events 
which do not help the pupils to gain an appreciation of the westward 
movement, although the unit may be taught chronologically. 

The study of English would not consider American literature 
chronologically, nor would it treat literature by theme or type, al- 
though literature may well be taught under either type of organiza- 
tion. Instead the class would read novels, poems, and essays that treat 
the westward movement of the people. Such works as the novels of 
Cooper, Hamlin Garland’s writings of the Midwest, folk songs, cow- 
boy ballads, and more recent material, of which Cimarron may be 
considered a sample, would constitute the readings. 

The teacher of music may contribute by teaching folk songs and 
the background of American folk music. The teacher of industrial 
arts may contribute by encouraging meaningful activities in the shop 
which vitalize the learning in the other subject fields, Under such an 
organization a conscious effort is put forth to make a significant event 
more meaningful to pupils by bringing to a focus the contributions 
from various fields. The integration is presumed to take place in the 
mind of the learner rather than in the course outline of the instructor, 
The teaching of the materials in relation is intended to facilitate inte- 
gration. 

Fused Courses. In theory the various terms correlated curriculum, 
broad fields, and core are quite separate and distinct. In practice they 
tend to shade together, with the exception of the core which requires 
à somewhat different schedule; consequently, what is known as fusion 
in one school may be called correlation in another. A fused course re- 
places several subjects previously offered and draws heavily from 
them for the new subject designation. In the earlier day the fusion of 
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civics, geography, and history into social science at the junior high 
school level is a case in point. More recently the fused course has 
come to mean one that replaces two or more subjects formerly taught 
in unrelated departments, such as social Science, science, and art. 
Probably the most frequent combination in fused courses is English 
and social science. The fused course may be weak or strong, depend- 
ing on the care with which the reorganization has been made. 

Broad Fields. The designation *broad fields" results from the at- 
tempt to dissolve subject-matter boundaries and create a few compre-_ 
hensive categories. For example, chemistry, physics, geology, astron- 
omy, and mathematics may be combined to form a new survey course 
known as general physical science. Colleges have used the broad 

fields type curriculum to provide a better type of general education 
for its students. Spears suggests "three trunks" for the-instructional 
program: (1) Man's social relationships; (2) Man's relationships with 
the universe; and (3) General arts. He shows that these divisions 
would permit a conservative development of the curriculum by a re- 
arrangement of the existing courses, along the trunks suggested, and 
that such an arrangement could be used to develop a radical depar- 
ture from the traditional subjects through the use of a problems ap- 
proach.? It should be noted that the broad fields curriculum could 
be used in the elementary school as well as at higher levels. Intro- 
duction to the various fields would be at a level which could be un- 


derstood and understandings amplified during later stages. The 
broad fields curriculum clearly ill 


to break down subject matter lin 
The Core Curriculum. 


re necessary, and 


usually confined to a portion of the School day two or three hours in 


length. Perhaps the core can best be described as 
the free elective Syst 


60. 
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Where core programs have been established in secondary schools, 
it has been customary to decrease the percentage of time allotted to 
the core as the pupil progresses through the school and to furnish 
greater opportunity for pupil election in the area of major interest" 
In practically all schools employing the core, social science is in- 
cluded; frequently science is drawn upon and the mechanics of cor- 
rect oral and written expression are provided for. Usually a name 
such as "social living" is used to designate the core. One teacher is 
provided for each core group, but supplementary help is available 
through an exchange of teachers. For example, the teacher of a core 
group may find it necessary to call in a teacher of art in connection 
with the core program. 

Ordinarily a teacher is responsible for a core group through a unit 
of a school system, such as the senior high school, in order that there 
may be some sequence to the experiences provided. In addition, the 
teacher of a core group serves as the guidance officer since he knows 
the group intimately through cóntact in class for two or three periods 
a day during the time of their residence in the school unit. This 
would, of course, make it necessary in a large city that nearly all 
teachers be responsible for a core group. 

The core program is extremely flexible. It may vary from a some- 
what formal fusing of English and social studies of the traditional 
textbook type within a two-hour class period to an experience cur- 
riculum which is entirely teacher-pupil planned and which may vary 
markedly from year to year and from section to section within the 
same grade level and during the same school year. But however it is 
organized, the core curriculum is, at the moment, the most talked-of 
term in curriculum organization. 

The Common Learnings. Ever since the Educational Policies 
Commission published the forward-looking document, Education 
for All American Youth,’° in 1944 and its companion volume, Edu- 
cation for All American Children," a few years later, there has been 
increasing interest in some type of common learnings, a core pro- 
gram. As the program is described for Farmville and American City, 
it is part of the program for every boy and girl, occupying a large 


10 National Education Association, Education for All American Youth. Wash- 


ington: Association, 1944. 
pA Se ducatióh Association, Education for All American Children. 
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block of time in the daily schedule. Thus at the seventh grade level 
the common learnings will occupy most of the school day with very 
little time for personal choices. In the upper years of the senior high 
school the common learnings consume a relatively small part of the 
school day with generous provisions for vocational preparation and 
for personal choices. 

At the junior high school level a core program “bridges the gap" 
between the self-contained unit characteristic of the elementary 
school and the multiple teacher single recitation period which is still 
the most prevalent type of senior high school organization. Thus a 
teacher serves as "home. room" and common learnings instructor for 
a half day with the other half day allotted to specialties such as in- 
dustrial arts, physical education, music, and the like. This eases the 
strain of changing from one to many teachers. 

One of the greatest benefits of a common learnings plan is that the 
teacher has sufficient time to know each individual as a person and 
to perform the guidance functions which every superior teacher 
should perform. It may well be that the program of common learn- 
ings has not swept the United States because principals and superin- 
tendents have not found enough teachers with the broad scholarship 
in several fields plus an interest and competence in individual guid- 
ance to man the classrooms in this fashion. umi 

When programs of common learnings are developed they may 
start with one teacher who has an interest and competence in more 
than one area, for example American History and American Litera- 
ture, It may begin with a single teacher or group of teachers teaching 
a group of 30 students for two periods per day; at first the classes 
may be taught separately, but later a consecutive period of two or 
three hours becomes the regular procedure. Where these programs 
have been most successful teachers have been given an opportunity 
to develop the materials as the program progresses. This may be 
through a reduced !oad, through summer workshops at the local 
school, or in workshops conducted centrally at universities for the 
benefit of persons from several interested school systems. 

Perhaps it is appropriate to mention at this point that teachers who 
pioneer in developing common learnings are almost certain to be the 
targets of criticism on the part of conservative teachers within the 
school systems. Frequently, too, there will be complaints from the 
parents unless they are consulted in planning innovations so that they 
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understand thoroughly. When an innovation is undertaken to im- 
prove curriculum materials, it is imperative that the principal protect 
the teacher from unjust criticism both within and outside the school. 

Good as a common learnings program frequently is, it cannot of 
itself guarantee good education. Unless there are competent teach- 
ers who believe in it, are willing to work to develop it, and unless 
they are backed by understanding and courageous administrators, 
sensational results can hardly be expected. 

The teacher of a core group is expected to serve the group during 
its residence in that school unit. By constant contact with the group, 
the teacher is to provide for sequential development of the learning 
units, The scope would be worked out by the faculty in consultation 
with pupils. In a subject matter curriculum the scope of the social 
studies might conceivably be contemporary problems that are of im- 
portance to citizens in a democracy. When the problems have been 
chosen and the scope has been determined, the faculty or curriculum 
committee would determine the sequence quite carefully. The ad- 
vocate of the experience curriculum might go so far as to indicate 
the scope, but he would be very hesitant to prescribe sequence, 
pointing out that growth experiences are found to vary greatly among 
pupi's and from one group to another. 

It is evident that most of the major attempts at curriculum im- 


provement are concerned with furnishing experiences that will func- 
tion in the lives of pupils both in school and in adult life. There is a 
marked tendency to break down barriers between subject matter 
lines, This tendency requires that all teachers know what is being 
done throughout the school in order to avoid unnecessary duplica- 
tions. At the present time there is the greatest variety of practice with 
respect to the names given the form of organization. It seems desira- 
ble that many different forms be tried so that all may have a chance 
to demonstrate their effectiveness. However, it is difficult in some 
instances to detect differences among the various plans. Whether the 
correlation, or some other form provides the better 


nt. What is important is that vital and meaningful 
furnished as quickly as possible. 

Evidence of the Value of Reorganized Courses. If reorganized cur- 
riculum practices are to demonstrate their values, objective evidence 
must be secured. As yet there is no available evidence to indicate 
which of the newer curriculum patterns are of greatest value. There 


core curriculum, 
plan is unimporta 
material shall be 
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is evidence over a period of years, however, that pupils who have ex- 
perienced the newer types of curriculum organizations have done 
better than those who have followed the traditional patterns. 

Wrightstone has summarized the earlier studies as favorable to the 
newer practices. More recently, Beck has shown preference for a 
school curriculum which provides “developmental-activity,” thus 
providing learning experiences in terms of the youngsters’ biological, 
intellectual, and social growth.!? In addition, there are other values 
which accrue to the newer program. 

Effectiveness of Reorganized High School Programs. For more 
than a decade there has been an increasing amount of evidence of 
the value of the reorganized program beginning about the time of 
the report of the Eight Year Study. The most recent evidence, pub- 
lished by Wrightstone;? and based on controlled experimentation 
of a “core” group compared with a conventional program, indicated 
superior results for the core group. 

Importance of Objectives. Probably no curriculum has ever been 
constructed which did not have objectives, although they have not 
always been stated explicitly. In the past the objectives frequently 
have been stated or conceived 
one can gainsay the importance of knowledge, but it must be func- 
tional knowledge rather than knowledge for its own sake. Accord- 
ingly, persons interested in curriculum improvement should be con- 
cerned with the statement of objectives that can be described as 
changes in the behavior of children, The changing of behavior then 


becomes the important task, in which Subject matter or content be- 
comes the means rather than the end, 


For example, if one is concerned w; 
cerned rather with the attitudes of chi 


: 1? R. H. Beck, W., W, Cook, and N. C. Kearney, Curriculum in the Modern 
;"lementary School. New York: Prentice-Hall, Inc., 1953, p. 239. 
18 J, W. Wrightstone, “Evaluating the Eff 
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tives of teaching. But it cannot be evaluated in terms of knowledge 
about the problem, for a pupil may know the materials and yet not be 
sympathetic. If the teacher sets up as an objective the sympathetic 
understanding of the problems of the migrant, she might evaluate 
the instruction in terms of an attitude scale. If a pupil speaks of the 
migrant as a "dirty bum" after a study of the materials, or gives simi- 
lar evidence on an attitude scale, the teacher knows that the instruc- 
tional situation has failed to produce the desired behavior. 

When objectives are stated in terms of behavior they tend to cen- 
ter around: (1) functional information; (2) aspects of thinking; (8) at- 
titudes; (4) interests, aims, purposes, and appreciations; (5) study 


Skills and work habits; (6) social adjustments and social sensitivity; ; 
(7) creativeness; and (8) a functioning social philosophy. Many of the | 


newer approaches to curriculum construction just discussed set their 
objectives in terms of pupil behavior. 

Evaluation of Curriculum Revision. If curriculum revision or con- 
struction is to be maximally successful, provision must be made for 
evaluation. Such evaluation will necessitate the collection of infor- 
mation about both skills.and attitudes. The evaluation must be made 
in terms of the objectives set up for the course of study. In view of 
the fact that the trend is toward the unification of learning expe- 
riences and the development of attitudes and social understandings, 
the evaluation of such outcomes, numbered among the intangibles 
of education, is much more difficult than measuring the acquisition 
of subject matter. In several areas the instruments of evaluation re- 
main to be developed. The volume, Evaluative Criteria, is one type 
of evaluation instrument. Others are being developed. 

Curriculum. Development in an Individual School. Many city 
School systems carry on continual curriculum revision, a practice 
which should grow. When this is done, the obligation of the principal 
and the faculty of a local school is to fit into the city-wide plan. This 
does not, of course, preclude the development of units of work to 
amplify the course of study or to care for individual differences. In 
School systems where there is no organized program of curriculum 
revision, any work that is done must be inaugurated and carried to 
conclusion by the principal and teachers who have been or can be 


Stimulated to appreciate its importance. 
Careful attention to the literature of the field will enable the princi- 


14 Washington, D.C.: Cooperative Study of Secondary-School Standards. 
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pal and his curriculum workers to keep abreast of progress and will 
furnish some basis for determining what might be possible and de- 
sirable at the local level. The Research Bulletin of the National Edu- 
cation Association reports a study of recent readjustments in school 
curricula. Results of the study indicate an increased tempo in curricu- 
lum revision, more emphasis on first aid and safety, greater attention 
to extracurricular activities, including assemblies, and increased em- 
phasis for such subjects as physical education, social studies, science, 
commercial skills, and home economics.!* Ragan lists some trends in 
school programs at the elementary level:.(1) Greater unity is being 
provided in the school experiences of pupils; 2d Instruction is being 
related more closely to life outside the schoó 343) Promotion sched- 
ules, grade standards and minimum essentiáls are being made less 
rigid; (4) The unit of work with pupil participation is replacing the 
traditional recitation based on the text book;.(5) Teachers in ele- 
mentary schools are required to have Special preparation; (6) Courses 
of study by experts are being replaced by curriculum guides worked 
out by local school faculties;-(7) State departments of education are 
providing leadership instead of dictation;-(8) Increased attention is 


School graduates who attend college is Significant in planning to 
meet the needs of local students. Industry within a given locality 
15 National Education Association, “ 


He Effort on the Public Schools,” R 


The Effects of Mobilization and the De- 
esearch Bulletin, Vol. XXX (October 1952), 


15 W. B. Ragan, Modern Elementary Curriculum, New York: The Dryden 
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may also represent one point for consideration. Likewise, the re- 
sources of the community which may make a contribution to in- 
Structional materials must not be overlooked. Exploring the possi- 
bilities for excursions, field trips, and the like are a part of curricu- 
lum construction. It is apparent that curriculum reorganization has 
wide implications for the school principal. It should also be evident 
that in such work the wise principal will rely upon his faculty, the 
Students, and even the patrons in a program of study and action for 
the purpose of evaluating and improving the educational experiences 
of the young people within the school. 
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8. 


THE USE OF TESTS IN 
INSTRUCTION 


THE TESTING MOVEMENT 

The testing movement had its beginning more than a half cen- 
tury ago in the measurement of individual differences in the psy- 
chological laboratories of European universities. The Binet scale, 
first developed to identify feeble-minded children, appeared in 1908. 
It remained, however, for Terman's revision of the Binet-Simon in- 
telligence scale to introduce testing into American public schools. 
The subsequent development of the self-administering test in inex- 
pensive form brought group intelligence tests into relatively common 
use in the schools. 

Before the turn of the century, J. M. Rice, editor of The Forum, 
developed the first achievement test in spelling. He held that achieve- 
ment could be measured by tests and gave the same test to many 
different children in different states. In so doing, Rice made a sig- 
nificant contribution to the modern testing movement. 

The influence of Rice led many students of education to emphasize 
the necessity for adequate measuring instruments, with the result 
that within a decade many significant contributions were made to 
educational measurement. The testing movement at first was ridi- 
culed by many persons in education, and it was not infrequently 
considered unfavorably in the press. Although a few school adminis- 
trators make little use of tests, it is encouraging to note that the 
growth of the testing movement continues. Testing has passed out 
of the realm of the mysterious, in which it was once placed by con- 
servative educators. It has made a lasting contribution to education 
at all levels and is recognized in many schools as an integral and 
indispensable part of the educational process. However, the infer- 
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ence should not be made that perfection in testing has been achieved. 
Criticisms will be considered at a later point. 

Tests were employed extensively in school surveys which came 
into vogue in the decade 1910-1920. The use of tests in school sur- 
veys has done much to popularize the testing movement. 

By 1920 the use of achievement tests in the public schools was well 
established. It was only natural that tests should be developed first 
for the elementary school subjects rather than for the secondary 
subjects. The immediate objectives were more readily discernible. 

Uses of Tests in Improving Instruction. A number of uses of tests 
have been mentioned in foregoing sections. The success-of instruc- 
tion as well as that of the guidance program is dependent to a great 
extent upon a testing service. Remedial ‘and diagnostic work is 
severely handicapped without adequate testing. Situations warrant- 
ing the grouping of pupils are greatly facilitated by the use of 
reliable and valid tests, Test results offer a concrete basis for the 
consideration of curriculum construction or revision. Such results 
may also be the basis of conferences with individual teachers or 
groups of teachers. Likewise, test results may be used in counseling 
with students and parents concerning their problems. At times the 
results of tests provide a logical basis for holding teachers’ meetings: 
Ina planned program of supervision, testing is closely related to all 
aspects of supervision, for it is one of the supervisory devices that 
every conscientious principal will employ. 

Other Uses of Tests. Tests have also been used for a variety of 
other purposes. One of these is to survey the general efficiency of a 
school. In many systems this is done periodically, Although it is 
interesting and may be significant to survey the status of a given 
school system, to give tests merely to satisfy someone’s curiosity is 
wasteful of both time and money. The use of tests to determine 
status is a result of the Survey movement in education. Frequently 
the value of such testing in school surveys has been so evident that 
research organizations or testing bureaus have been established in 
city school systems. At their inception these bureaus were chiefly 
interested in testing. Those that have been maintained have broad- 
ened the scope of their activities materially since the time of their in- 
ception. 

Setting Standards for Student Achievement. Teachers and princi- 
pals have often used the norms of standardized achievement tests aS 
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standards of student accomplishment. Norms are statistically deter- 
mined average achievement; standards may be set wherever the 
local school administrators and teachers think feasible. The factor 
overlooked in such a use of test results is that the norms are indica- 
tive of the results which may be expected under average teaching if 
the students tested are similar in background and knowledge to those 
for whom the test was standardized. In no sense do they represent 
the superior teaching which conscientious teachers and principals 
are seeking. For example, cases are known in which no single child 
in a room was below the norm of a standardized reading test in a 
school where superior instruction was furnished. Furthermore, the 
norms on standardized tests are valid, presumably, only for the 
student who is average in ability; they do not apply to the bright 


by an able boy or girl is to ignore the possibilities of developing each 
child to the limit of his ability. Such a responsibility is implicit in 
the facts that are known of individual differences and agree exactly 
with what was said about the necessity for remedial treatment to 
care for the least able. 

Measurement of Student Progress. When tests are given and the 
results are recorded on a student's cumulative card, the teacher and 
principal have a record of growth or lack of growth which is sig- 
nificant, if the tests used are comparable. Similarly, tests may be 
given at the beginning and end of a term to ascertain growth. When 
a series of comparable forms is available, it is possible to measure 
growth at more frequent intervals and to note, or perhaps even to 
Chart, progress. In such cases the test becomes a teaching device 
which is used regularly to acquaint students with their progress. 
Some of the better textbooks now provide a regular testing service 
with or in the book so that measurement may progress simultane- 
ously with teaching. It is an obligation, of course, to furnish remedial 
instruction to those who are not progressing satisfactorily. 

Stimulating Improvement in Teaching. No conscientious teacher 
can face the results of low test scores with equanimity if the tests 
are reliable and valid for the course as it is taught in the school. If 
the tests do not measure the objectives of the course they should not 
be used. But when the tests are valid they may set standards for 
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attainment, measure student progress, or stimulate teachers to im- 
prove techniques. A teacher with a superior class should be dis- 
satisfied with average performance and should seck methods of 
improving the situation. When tests are used for such a purpose, 
they have supervisory value. When they are shown to a teacher with 
the statement that she is ineffective—indeed she may be—and the 
admonition that the score must be raised at any price, no educa- 
tional benefit may be expected. The teacher will be worried or 
frightened, depending on her temperament, and the admonition will 
merely cause her to teach for test scores. 

Motivation of Students. Everyone likes to succeed, and test re- 
sults are tangible evidences of success, provided, of course, that the 
tests are valid. Students are interested in test scores and in securing 
better scores on successive tests. This is particularly true if progress 
tests are furnished as part of the instructional program. A student 
competes with himself and tries to better his record. Such a pro- 
cedure is psychologically sound. Boys and girls may be taught to 
keep a cumulative graphic record of their progress. This procedure 
is one that may be used profitably at both the elementary and sec- 
ondary school levels, Some educators object to tests on the grounds 
that cramming and working for scores result. In some cases this is 
true, although observation of students at work on tests reveals " 
considerably higher degree of concentration than in many other 
learning situations. Frequently one may find 100 per cent attention 
to the matter at hand during an examination period, a percentage 
that is realized only infrequently in other learning situations. Be- 
sides this, many types of test situations demand mental organization 
which may be classified as reflective thinking. 

Use of Test Results in Student Guidance. The results of com- 
parable tests given over a period of years and recorded in neu 
tive records form an excellent basis for the guidance of individua 
students. Repetition is made here of a statement, elaborated else- 
where, that adequate guidance of pupils is impossible without the 
results of comparable test data secured at regular intervals and made 
à part of the cumulative record of the student. 

Determination of Placement. The problem of transfer students 
faces both elementary and secondary schools. It is particularly aim 
cult when the transfer is one from a system employing semiannu& 
promotion to one using the annual plan. The results secured from 
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tests of mental ability as well as those measuring achievement are a 
useful means to the person determining placement, and may also be 
used as a convincing argument to the parents concerned. Likewise, 
test results may be used as one factor in deciding whether a doubt- 
ful case should be retained or promoted at the close of the period. 
Tests of mental ability may reveal that the student has done as well 
as could be expected, and that he ought to be kept with his chrono- 
logical-age group. This function of tests is, in reality, a guidance 
service. 

One further use is suggested concerning transfer students. Only 
too frequently the achievement of the boy or girl who transfers 
varies greatly from his performance in his previous environment. In 
such cases, there may be a great difference in standards within the 
schools attended. Test results should be of use in determining the 
cause of such deviation and the appropriate measures to be taken. 

Providing for Individual Differences. Up to this point several ulti- 
mate uses of tests have been mentioned. The immediate purposes of 
testing on which ultimate uses are based are: (1) to provide objec- 
tive and reliable measurements of individual differences in the capaci- 
ties to learn and in the educational achievement of student and (2) 
to discover specific weaknesses, errors, OF gaps in the student's 
knowledge. Without the testing movement, individual differences 
in students would not have been realized so extensively. And with- 
out this realization, the problem of caring for individual differences, 
which characterize educational efforts today, would have been con- 
siderably retarded. 

Among the problems based on individual differences may be men- 
tioned the following, which are treated at length elsewhere: There 
is increasingly a belief that subject matter must be differentiated to 
care for several levels of ability among students. Plans to care for 
individual differences, now used by many school systems, make use 
of test results in determining the rate of progress of students through 
the required experiences. The use of tests for guidance, remedial 
instruction, sectioning of students and the like, depends for its effec- 
tiveness on indicating gaps in student knowledge or on ranking stu- 
dents so that individual differences are readily apparent. 

That there are great differences in ability and achievement is gen- 
erally recognized. The results of the Iowa Every Pupil Testing Pro- 
gram show that 20 per cent of all twelfth-grade students scored 
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18-19 


guidance, 249-52, 269 
policies of superintendent, for, 31— 
32 


registration, preliminary, 69-70 
schedule, 75-76 
school, for, 27-28 
school plant, 509-13 
special education, 408-09 
superintendent, directly to, 31-32 
supervisory, present-day, 574 
Retirement plans, 379-81 
Rice, J. M., 167, 203 
Richards, Ellen H., 229 
Room assignment sheet, 87, 88 
Rooms, see Classroom 
Rotary Club, 21, 560 
Rules and regulations: 
board of education, 14 
duties of principals, 432-34 
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Safety: i 
building hazards, guarding against, 
520-21 
education, 230-31 
safe driving, 231-32 
Salaries; see also Wages 
of principals, 584-85 T 
of teachers, maximum and mini- 
mum, 384 
Salary schedules, 382-83 
problems in making, 383-84 
Schedule: 
extracurricular activities, 322-24 
making, see Schedule-making 
master, criteria of good, 79 
responsibility of principal for, 75-76 
salary, 382-83 
problems in making, 383-84 
Schedule-making, 67-93 
ability grouping, 75 
activities, provision for, 73 
block method, 76—77 
class sections, assigning students to, 
87-89 93 
common learning programs, for, 
conflicts in, 80-86 
conflict sheet, 80-84 
factors affecting, 84-86 
core programs, for, 93 
pi E: Eood master schedule, 79 
elementary schools, in, 67-68 
self-contained unit, 68 
group method, 76-77 
difficulties, 78-79 
electives in, 77-78 
individual, 79-80 
junior high school, 77 
machine, by, 90-93 
mosaic method, 79-80 
notifying students, 89-90 
one grade at a time, 85-87 73-14 
periods, length and number, 9 
registration, preliminary, 68-6 72 
data, tabulation and use, 70- 
guidance in, 69 
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Schedule-making (cont.) 
registration, preliminary (cont.) 
registration cards, kinds, 69, 70 
responsibility of principal for, 
69-70 
revising, 75 
rooms, list, 74 
secondary schools, 68-93 
importance, 68 
steps in, 68-73 
teachers, training, 74-75 
School: 
assembly, 342-46 
building, see Building, school 
cafeteria, 229-30 
camp, 241-42, 415 
closing of, see Closing the school 
year 
community center, as, 554-55 
equipment, 479-85 
finance, 490-94 
interpretation, 587-39 
library, see Library, school 
medical service, need for, 127-28 
newspaper, 358-60 
office, see Office 
opening of, see Opening of school 
physician: 
examinations, periodic, 226 
role, 225-26 
plant, see Plant, school 
publications, 299-300, 358-61 
responsibility of principal for, 27- 
28 


role in providing needs of youth, 
243-44 
store, 494-95 
supplies, 475-79 
surveys, 10-12 
Schools: 
adjusting to student needs, 397—415 
elementary, see Elementary schools 
experimental, see ^ Experimental 
schools 
health in, 221-82 
individual, guidance in, 276-77 
junior college, see Junior college i 
junior high, see Junior high schools 
reorganized, 411-12 
secondary, see Secondary schools 
small, guidance in, 274-76 
Science clubs, 347 
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Science Research Associates, 177, 289 
“Scissors and paste-pot" curriculum 
construction, 151-52 
Scott, R. S., 510 
Secondary schools: 
administrative forms in, 448-52 
reduction in number needed, 
451-52 
scope, 449-50 
typical, 450-51 
failure in, 205-06 
guidance in: 
demand for, 252 
early efforts, 258-59 
recent efforts, 259-60 
principalship in, development, 567- 
69 


reorganized, 411-12 
reorganized programs, effectiveness, 
2 


schedule-making in, 68-93 
importance, 68 
Segel, David, 471 
Self-contained unit, 68 
Service clubs, 560 
Service facilities, administering, 521- 
31 
Settlement house Service, 236, 357 
Sex education, 229 
Shane, H. G., 216 
Shannon, J. R., 304, 309 
Sims, V. H., 217-18 
Smith, R. M., 14, 304 
Social: 
activities, 341—492, 352-54 
agencies, 286-37 
centers, 236 
conditions, records providing data, 
on, 134 
environment, factor conditioning 
achievement, 183 
factors conditioning learning, 131 
Societies, honor, 352 
Sororities, 239-40 
Spaulding, H. G., 276 
Speaking contests, 356 
Spears, Harold, 158, 402 
Special classes: 
administrative responsibility, 408 
need for, 407 
problem of principal, 408-09 
problems, 409-10 
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below the ninth-grade norm in English correctness, and almost 4 
per cent scored below the seventh-grade norm. Conversely, over 
per cent of the ninth-grade students exceeded the Padi jt 
norm. Many ninth-grade students who have just completed 
Science have a greater knowledge and a better understanding 3 
biology, chemistry, and physics than do graduating seniors who A 
had a year’s study in each subject. One may readily find students 
the third grade who have a higher reading ability than the norm for 
seventh grade, and seventh-grade students who read less ably than 
the third-grade average. Similar overlapping achievement among 
pupils is found in every subject in every school. ib 

Some schools follow the practice of ranking their students. i 
Chapter 10 the unreliability of teachers’ marks and the d 
eliminate subjectivity in marking are discussed. Undoubtedly "d 
subjectivity and unreliability of teachers’ marks was one of the E 
tors contributing to the development of the testing movement. B. 
significance of causing teachers and principals to see the unreliabll y 
of personal judgment and the necessity for supplementing their judg 
ments by objective evidence cannot be overemphasized. --— 

There are a number of difficulties in ranking pupils according " 
achievement, which are inherent in any method that samples know 1 
edge. These have been considered in Chapter 6 but will be recon 
sidered briefly in the following section. 


CRITERIA OF GOOD TESTS "e. 
Validity. The all-important characteristic of any test is its vein 
—that is, how well it measures what it purports to measure, For "- 
ample, the American Council Psychological Test is a valid inst " 
ment for measuring innate ability of high school students, but it 1 
not a valid measurement of mechanical aptitude, On the other hanc d 
it may or may not be the most valid measurement of mental abiiy 
for twelfth-grade students. It is not uncommon to speak of tests E 
valid or invalid rather than to speak of them as more valid or d 
valid. A test can be valid only for a given purpose, with a spec! : 
group of students, and to the degree to which it accomplishes wha : 
it proposes to do. A test may be of high validity for one purpose: ? 
slight validity for another, and of practically none for a third.! 


ter 
1 See Curiton, Edward E., "Validity," in Educational Measurement, peak 
16. Washington, D.C.: American Council on Education, 1951, pp. 621-694. 
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It is on the validity of achievement examinations that the most 
severe criticisms have been leveled. 

If a valid examination is to be constructed, it must measure the 
specific objectives of instruction in a course. This requires that the 
objectives be stated explicitly and specifically. Unfortunately the 
requirement specified has not been met in most cases. Standardized 
tests have been validated on the basis of common elements in-several 
_texts or of several courses of study. Another source of validation has 
been the use of the elements commonly found in a number of ex- 
aminations. Still another source has been the judgment of persons 
competent to judge. This source is at present the best available in 
most fields, although the decision as to who are competent to judge 
is not an easy one. There is an increasing tendency first to list the 
Objectives of instruction and then to prepare test questions that will 
measure the objectives. 

Criticisms of Test Validity. Tests that measure the specific objec- 
tives of teaching answer some of the criticisms of testing and test 
validity. One criticism of testing is that it does not measure the de- 
sired outcomes, Another is that sincé test items are based on common 
elements, the tendency is to preserve the status quo rather than to 
develop new materials and methods. Other critics claim that testing 
tends to shape the curriculum because teachers teach what the tests 
measure. 

The attempt to list the objectives and to formulate questions that 
Measure the objectives—in other words to make the examination 
valid—answers these criticisms. Much of the recent type of “new” 
test construction is of the co-operative type, in which test techni- 
cians and master teachers determine the objectives of instruction by 
careful analysis and then proceed to build test items that will meas- 
ure the objectives. Another criticism of tests, one treated at greater 
length elsewhere, is that too sweeping conclusions have been drawn 
from test data. The testing movement is not the educational panacea. 
It has merely provided useful educational tools. 

Reliability. Another necessary characteristic of a good test is that 
it give similar answers from time to time. For example, when a read- 
ing test is given a second time to the same group of students they 
should score in relatively the same order as on the first test, if the 
test is a valuable educational tool. If the scores are in exactly the 
same order, the reliability coefficient is stated as 1.00, Since all tests 
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are based on samples of knowledge, and since human errors creep 
into examinations, perfect correlation is not to be expected. Re- 
liability is usually expressed as a correlation coefficient between 
chance halves of the test, between successive administrations of the 
tests, or by correlation of two different forms of a test. Many of the 
better tests have reliability coefficients of 0.90 or more? 

Reliability is important, but validity is far more important. High 
reliability does not guarantee validity, but high validity does in- 
clude high reliability, for a test cannot measure what it claims to 
measure unless it does so reliably. It is probably fair to say that 
reliability coefficients of 0.90 or more indicate that the test is fairly 
adequate for individual measurement. Coefficients below that point 
indicate that the test is not satisfactory for individual measurement; 
but it may be usable as a group measure or for a school survey. All 
examinations or tests provide samples of a student’s knowledge. Since 
it is obviously impossible to test in a reasonable length of time all a 
student’s information, or lack of it, examinations cannot be perfectly 
reliable measurements, owing to errors of sampling as well as human 
errors in responding to test items. 

Objectivity. A test must be objective if it is to be a reliable instru 
ment yielding the same results when used by different persons, O” 
when used a second time by the same person. One of-the-ctit isms 
of the older types of examination questions was that examination 
scores varied among several competent persons, or between the first 
and second scoring by one person. If an examination is objective 
there is only one correct answer. No matter who grades the paper 
the result will be the same. One of the difficulties with the new-type 
tests is to find items which have only a single answer, and yet which 
will test the skill and power of the student, niii n 

Ease of Administration and Scoring. If tests are to be used in al 
types of school organizations, they must be such that they can be 
administered by persons without specialized training in testing ™ 
order that results may be comparable to those administered by 2? 
expert in the field. Likewise, the Scoring must be such that a traine 
Corps of testing personnel is unnecessary. Testing programs are Ww 
to small school systems as well as to large. A complete manual wit? 


2R or a comprehensive treatment of reliability see Thorndike, Robert L., “Re 
liability,” in Educational Measurement, Chapter 15, pp. 560-620. 
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adequate directions for administering and scoring is desirable. It 
then behooves the user to acquaint himself with the manual. 

Discrimination of test items. If tests are to be of any considerable 
value they must be constructed so that able students will score 
higher thàn the less able ones. If an item can be answered correctly 
by all or none of the students it is obviously of no use in discriminat- 
ing between good and poor students, although a few easy items may 
be included at the beginning of the test to get everyone started with 
enthusiasm. The need for discriminating power holds for achieve- 
ment tests but not for diagnostic tests, in which the examiner Seeks 
to know how well pupils have achieved or where significant gaps 
in understanding are present. 

Discrimination of items may be defined as the accuracy with 
Which a student may be placed in the scale of achievement on the 
basis of his success or failure on the various items. An item has dis- 
crimination if, in general, those who answer it correctly are superior 
in achievement to those who fail to answer correctly. Items range 
in discriminatory power from 1.00, which denotes perfect discrimina- 
tion, to —1.00. In the latter case of negative discrimination, those 
who know most about the subject would get the lowest scores. The 
computing of the index of discrimination against an outside criterion 
—if, indeed, a better one exists than the test itself—is a laborious and 
time-consuming process. It cannot conveniently be applied to in- 
formal objective tests prepared for classroom use, but it should be 
insisted on in carefully prepared achievement tests available on a 
commercial basis. : 

Comparability. If tests are to be useful in educational guidance 
and in school administration or supervision, they must be com- 
Parable from subject to subject and from year to year. If a test of 
ability in English mechanics is given to pupils in grades 7 to 12 over 
a series of years to measure growth, it is necessary that results be 
comparable from year to year. For example, if the tests are compa- 
rable on this basis, achievement at the fiftieth percentile means the 
Same degree of relative achievement in any year. Such comparability 
is sential im both supervision and guidance. Unless test results may 

pare fashion, they do not have much meaning to 


be compared in such d : 
either students or school principals. Tests which meet this criterion 


are comparable in quality. . . 
But it is also important that tests be comparable in subject. It 
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ing such prior visitation by students, a testing program may be ad- 
ministered to secure data which may facilitate the programming of 
new students. Aptitude and prognosis tests may reveal facts which 
are vital to determine remedial reading enrollment and the like. Like- 
wise, most orientation programs call for conferences with the ad- 
ministrators and teachers of the contributing schools for the purpose 
of making such adjustments as may be necessary to meet the needs 
of incoming students. 

Most orientation programs are continued for some time after the 
opening of school. The objectives of such a program involve more 
than merely acquainting the student with a new school environment. 
Since most beginning high school students are in the adolescent 
stage, some time spent in dealing with problems peculiar to that pe- 
riod of life may prove profitable. Ninth grade students may be asked 
to consider planning a tentative four year program; thus, some at- 
tention to occupational information may be necessary. 

Administrative arrangements for providing orientation to stu- 
dents may differ from school to school. The core program usually 
embodies such material in those schools employing that type of cur- 
riculum. In other schools, this information may be a part of the so- 
cial studies course, a special orientation class, or the subject of home- 
room consideration, Some publishers have given attention to this 
phase of the secondary school program. Texts have been provided 
to furnish general background information. One such text directed 
to students offers subject matter organized into the following parts: 
(1) the part you play in your own growth, (2) improving your learn- 
ing ability, (3) learning about people, (4) setting your goals, (5) your 
relations with others, (6) living well, and (7) choosing your life work.” 
Orientation programs have as a central purpose the development of 
efficient enrollment procedures and the establishment of a school 
atmosphere conducive to rapid adjustment in a new school situa- 
tion. In developing the orientation procedures, the students them- 
Selves may be utilized in evaluating the program and may offer help- 
ful suggestions for further development. 

The Homeroom. Most schools have grouped students for advisory 
Purposes, Such groups are usually formed at the beginning of the 
School year and continue throughout the year under the guidance 


1? Clark Robinson, Making the Most of School and Life. New York: The Mac- 
millan Company, 1952, pp. ix-x. 
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may be meaningful to know that a student or class ranked at the 
sixtieth percentile on a mathematics test, and that on a science test 
the percentile ranking was the fortieth. However, this does not de- 
note anything about the relative achievement in the two subjects 
unless the groups on which the tests were standardized are known. 
When tests are constructed by different agencies and are standard- 
ized on groups of students from widely scattered areas, both urban 
and rural, in both private and public schools, under different condi- 
tions of teaching, it is difficult, if not impossible, to say exactly what 
the tests do mean. It is much more meaningful to say that a student 
or a class ranked in the upper quarter in achievement in mathematics 
and in the lowest quarter in science when compared with the seconde 
of 10,000 pupils in the same grade, in the same geographical region, 
who were tested at or about the same time and under the same O! 
identical conditions. Tests which meet this criterion have norms that 
are comparable from one test to another, 

Both secondary and elementary school tests, on which the norms 
are comparable and which are comparable in quality, are not avail- 
able. The better commercial testing services, which usually operate 
without profit or at a very nominal one, produce them in large quan- 
tities. Whatever profits accrue are turned back into further develop- 
ments of the program in successive years. Such testing agencies fur- 
nish a different form of the test annually and these forms are directly 
comparable through percentiles or norms. 


STATE-WIDE TESTING 

For a time, tests were treated as snapshots of students. They were 
to be given, scored, reported, and then forgotten, Among the leaders 
in testing this conception has disappeared. Tests must be comparable 
from year to year in quality and form so that it is possible to guide 
individuals from a cumulative record that contains test data as We 
as other evaluative material, to study growth of children over long 
periods of time, and to supervise on the basis of comparable scores: 

In 1951, Rummel made a survey of state-wide testing programs x: 
45 states and the District of Columbia.* He found that 13 states hà 
state-wide testing for elementary schools and 10 had them for se 


3 J. F. Rummel, unpublished study in the files of the School of Education, Un. 
versity of Oregon, 1951, p: I. 
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ondary schools. In general, states which had state-wide programs 
reported that they were well received.* 

In addition to state-wide testing there are several commercial test 
services which provide carefully prepared tests and provide scoring 
and statistical services. Two widely patronized services are Science 
Research Associates and the Educational Testing Services. Because of 
their wide acceptance these services have excellent test technicians 
available for specialized services. Thus, they can provide careful 
tryout of items and equivalent forms for use over a period of years. 

Some have feared that testing would crystallize the curriculum and 
prevent its reorganization because teachers tend to teach the test 
items used in past years. Inasmuch as new tests are produced annu- 
ally, the tendency to substitute test items for curriculum material is 
averted. 

Because of the resources which are available for commercial test 
construction, it is likely that these tests will more nearly meet the 


criteria for good tests which have been set up in this chapter than 


have many of the standardized tests of the past. 


KINDS OF TESTS 

Mental Tests. Mental tests may be classified as: (1) mental ability 
(intelligence), (2) aptitude, (3) interest, and (4) adjustment. In addi- 
tion, all schools use informal, objective, and essay tests. Of the ob- 
jective types, mental tests were the first to come into extensive use 
in both elementary and secondary schools. Since tests are not in- 
fallible measurements, many school principles consider it advisable 
to have several mental tests administered at intervals during the 
Period of school attendance and to consider all such information on 
the cumulative record in reaching a decision which affects the child. 
If there is any doubt that group mental tests are adequate measures 

of student ability, an individual mental test may be used as a check. 
Mental test records are of the utmost importance in considering 
relative achievement. For example, it is obviously unfair.to.expect 
achievement to be equal when ability is unequal. In the Cooperative 
Study of Secondary School Standards, ability was considered in 
evaluating achievement. The range in ability in the 200 schools 
score of 149.8 for pupils in grade 11 in 


tested ranged from a mean 
the most favored school to 16.8 in the school that had the lowest 


? Ibid., pz 3. 
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score.” The ability level in the most favored school as represented 
by test scores was thus about nine times as great as in the least 
favored. The need for quite different results from quite different 
procedures, relative to both methods and materials, is indicated by 
such facts. The Survey staff which set up accrediting standards TeC: 
ognized that differences in results should accompany differences m. 
abilities, and it has given great impetus to evaluating results in 
terms of capacity. 

The first purpose of mental testing is to survey the school as a 
Whole. Then the results may be used for both guidance and super- 
vision, if the Supervision is defined as the improvement of a 
learning situation. There are other inequalities affecting studen 
achievement that need to be considered. These are treated in an- 
other section, 

Achievement Tests. The standardized achievement test and the 
tests available from the regional Co-operative agencies are the ones 
usually thought of as commercial achievement tests. They exist in 
great profusion at all levels and are of varying degrees of pas 
Those that meet the criteria set up in this chapter—validity, is 
liability, objectivity, ease of administration and scoring, compara- 
bility, and discrimination—are usable instruments which will be de- 
scribed shortly, " 

It is at the standard achievement test that the most pointed prs 
cisms of testing have been leveled. These criticisms have usually 
centered around the validity of testing instruments. It has been con 
tended that achievement tests do not measure the outcomes of à 
course, that they tend to crystallize the curriculum, and that teacher 5 
will coach students to Pass the tests. The answer to these pera 
elaborated in an earlier Section, is the Co-operative attack in ee 
construction that makes for More valid tests. If tests are not vali 
instruments for a particular school, they should not be used. It 
becoming increasingly difficult to coach pupils for test question 
since the newer test items tend to measure the ability to apply m 
formation rather than to verbalize rote learning or to give e 
answers from the textbook. The better type of questions, which pa 
being used much more generally, are those that stress relations rathe 
than ask for “who,” “what,” “when,” or “where.” 


5 Walter Crosby Eells, “The Scholastic Ability of Secondary School Pupils, 
Educational Record, Vol. XVIII (January 1937); 61. 
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Below are quoted two illustrations of the types of questions in the 
field of social studies which call for inference on the part of the 
student. 

Example 1.9 The best-answer variety. This variety of the multiple- 
Choice form consists of a stem followed by two or more suggested re- 
Sponses that are correct or appropriate in varying degrees. The examinee 
is directed to select the best (most nearly correct) response. 

1. Which one of the following factors contributed most to continued 

inflation in 1948? 
a. Reduction in income taxes. 


b. Bumper crops. 

c. High rate of consumer-purchasing. 

d. Increased payments to veterans. 

What is the basic purpose of the Marshall Plan? 


a. Military defense of Western Europe. 
b. Re-establishment of business and industry in Western Europe. 


c. Settlement of differences with Russia. 
d. Direct help to the hungry and homeless in Europe. 
Example 2.7 This variety is well adapted to item topics dealing with ex- 
planations, criticisms, and other higher-level learning products. 
Directions: In the following items you are to judge the effects of a 
particular policy on the distribution of income. In each case assume that 
there are no changes in policy that would counteract the effect of the 


policy described in the item. For each item blacken answer space. 
if the policy described would tend to reduce the existing degree of in- 


equality in the distribution of income; 
b. if the policy described would tend to increase the existing degree of in- 


equality in the distribution of income; . 
if the policy described would have no effect, or an indeterminate effect, 


on the distribution of income. 


83. Increasingly progressive income taxes. 
34. Confiscation of rent on unimproved urban land. 


85. Introduction of a national sales tax. 

36. ete. 

Diagnostic Function. It has been stated earlier that one of the 
immediate purposes of tests is to discover specific weaknesses, errors, 
Or gaps in the student's achievement. Unfortunately, many of the 
tests used to determine the status of students in some area of achieve- 
ment do not disclose existing weaknesses. Tests which are sometimes 
highly efficient in measuring a student's accomplishment reveal that 


to 


a. 


C. 


6 Ebel, Robert L., “Writing the Test Item,” in Educational Measurements, 


Chapter 7, p. 196. 
7 Ebel, op. cit., p. 201. 
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he has great weakness, but fail to indicate the nature of the weak- 
ness. For example, if a pupil ranks in the lowest 10 per cent of ninth- 
grade pupils in achievement in English mechanics as measured by a 
valid and reliable test, there is evidence that something is wrong. It 
should be possible to analyze the test to discover which items are 
unknown to the student and to teach those, or to procure a test that 
has been specifically adapted so that items of the instrument may be 
segregated to furnish a proper diagnosis. 

Within the past few years, tests have been developed that may be 
used for more than one purpose. Certain intelligence tests now fur- 
nish scores for the various factors that are considered to make up 
intelligence. A student may be found to be high in verbal and low 
in non-language factors, Likewise, certain tests of general achieve- 
ment are adapted to show weaknesses in certain areas. It is some- 
times necessary to secure tests of which the specific purpose is diag- 
nosing difficulties. There are many standardized instruments of this 


to indicate Where, or by whom, ineffective learning has taken place. 
In this case the length of the diagnostic or learning test will be de- 
termined by the length of the unit. 

Diagnostic tests usually group all questions, through item or scor- 
ing arrangement; so that strengths. or. weaknesses are revealed. For 
example, a test of English correctness might break up learning into 
spelling, punctuation, usage, capitalization, and grammar. In such 


system of instruction, 
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Aptitude Tests.’ No one will deny that there are great individual 
differences among students. Some students show great manipulative 
abilities; others appear lacking in that quality but may possess a 
talent for mathematics or linguistics. Aptitude tests have been de- 
veloped in many areas for the purpose of serving as one device that 
may make a contribution to the counseling of students. These tests 
have been in use now for many years and have received wide ac- 
ceptance. Such tests are given in many schools as a part of the orien- 
tation work. A prognosis test in algebra may be given for the pur- 
pose of indicating that a given student may succeed in the regular 
algebra course. Upon the basis of results, the teacher may weigh the 
evidence along with other data to determine whether the student 
should be enrolled in the algebra class, pursue a modified algebra 
course, or be placed in an arithmetic section. 

At the primary level, reading-readiness tests may be administered 
to determine whether a student is ready to enter upon a program of 
reading at first-grade level. When reading-readiness tests are used, 
children are given either reading experiences or experiences intended 
to make them ready to read. Such a procedure makes it possible for 
every child to enjoy success and to learn to read when he is ready. 

Interest Tests. As individuals differ in their mental capacities and 
in their various abilities, so do they differ in their interests. Possession 
of high mental ability does not guarantee broad interests or a keen 
interest in any specific area. Measuring instruments have been de- 
veloped, therefore, for the purpose of discovering general and speci- 
fic areas of interest. The questions or situations included in interest 
inventories are designed to show how a student may react, thus 
indicating whether he likes, is indifferent to, or dislikes an activity. 
While some contend that a student's reaction may depend more upon 
his experience with the activity than upon his actual interest in the 
Situation, such tests are valuable in that they prove challenging to 
the student. Even though the results may not be conclusive, they 
may be used to some extent to reveal that his choice of occupation 
is valid or unrealistic as indicated by the test. 

It should be remembered that interest tests are not a final measure 
of one's basic ability or interest. If test results are used wisely, they 


8 For a description of all kinds of tests see Buros, Oscar K., Fourth Mental 
Measurements Yearbook. Highland Park, N.J.: Gryphon Press, 1953. 
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of a teacher. Many schools follow the plan of having the v £e 
viser remain with the same group throughout the four year hig! 

school period. Groups thus formed are usually known as homeroom 

izations. 

ge study of the educational value of the homeroom, Mogill Um 
that in practically all of the secondary schools in cities with popu a 

tion of 100,000 or more, there were homeroom organizations." His 
conclusion was based on a study of 613 schools in 92 cities scattered 
throughout 34 states. In investigating administrative aspects of the 
homeroom, he found that the typical homeroom meets daily, in the 


morning for approximately 24 minutes, With respect to specific home- 
room functions, Mogill found that in the order of importance, they 
| concern themselves with: ( 


1) curriculum programs, (2) personal prob- 
\lems, (3) distribution of sc 


hool publications, (4) school assembly pro- 
‘grams, (5) activity period, and (6) school dances, 


The homeroom organization provides a special social environment 
in and through which members of the group may develop a sense of i 
belonging, and thus achieve greater social and emotional maturity 
and an increased awareness of their responsibility to society. The 


homeroom also Opportunity for the counselor to build 
student-teacl 


T opportunities for wholesome personality de- 
velopment. 

The homeroom in an indivi 
ance unit in the 
of grades and c 
dents with the school’s social 


dual school may be used as: (1) a guid- 
planning of students 


ities; (4) a 
agency in implementing Co-operatively the daily busi- 
i ges in the daily school sched- 
room functions are generally assumed by 


ary school, and by the core 


cl at 
anization depends to a gre 
Educational V: 


alue of t H " Bulletin, Na- 
is dary-School P Ne Homeroom,” Bu 


rincipals (May 1951), pp, 143-152. 
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extent upon the homeroom counselor. The wise counselor recognizes 
the possibilities present for utilizing both group and individual guid- 
ance techniques and will make plans accordingly. There are problems 
which are common to each grade level. In some cases problem areas 
may be listed and the homeroom program planned for a semester or a 
year in advance. Through such planning, the homeroom counselor 
may make use of the students in doing the planning. In addition to 
giving attention to general planning, there will be problems which 
concern a given student and for which individual counseling will be 
necessary. The counseling and guidance program is dependent in 
most schools upon an effective homeroom organization, supple- 
mented by such specialists as the local community can afford. The 
effectiveness of a program of pupil personnel depends less on the 
titles of the persons involved or the exact type of organization which 
is provided than on the intelligence and sincerity with which these 


adults discharge their responsibilities. 
Case Studies. Effective guidance of the individual necessitates a 


thorough knowledge of the total personality in all of its complexities. 
The case study technique is one of the recent methods that counselors 
and teachers use to gain a clear and meaningful picture of the pupil 
whose problems require special consideration. The various records, 
factual and anecdotal in nature, which are kept for each student con- 
stitute valuable information for counseling. The case study, how- 
ever, goes beyond this type of counseling by providing an organized 
view of the student's growth and development over a number of 
years. Case studies usually pertain to the child who is encountering 
serious growth difficulties, as manifested in atypical behavior, and 
hence become diagnostic means for locating the nature of the diffi- 
culty as a basis for its correction. 

The most frequently used case study is the cross-section case study 
in which the present life of the student is studied. A few items or 
events of the earlier history may be included but the emphasis is 
placed upon the student's present actions. Since the causes for the 
difficulties may not be a part of the student's current life, this case- 
study pattern has obvious limitations. The longitudinal case study 
makes full use of the present life of the student but uses the genetic 
approach to personality development. Usually the background of 


parents becomes a part of this approach. 
There is no one best genera! outline for developing case studies. 
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may offer clues to the counselor as to how he may proceed to make 
the student more objective concerning his future. 

Adjustment. Teachers and counselors are expected to offer guid- 
ance in many areas of a student's adjustment. One of these areas 
pertains to emotional development. There have been attempts to 
provide measuring instruments for the purpose of discovering cases 
of emotional maladjustment. Although it may be admitted that some 
of the tests designed for use in studying emotional behavior offer 
promise, these measures must be used with caution. Only persons 
who have been trained to use these tests should attempt it. Tech- 
niques used in preparing these measures may consist of a list of 
words or pictures and the subject is asked to respond by associating 
these words or pictures with some word or situation which comes to 
mind. The tester must then evaluate the answer in terms of norms 
established. It may be seen that further research is needed in this 
field in order to produce tests that are as acceptable as those measur- 
ing mental capacity and achievement. However, the principal who 
is responsible for organizing a testing program must be aware of the 
fact that these tests of adjustment may prove valuable in supplying | 
additional information that may contribute to the guidance program. 

Informal, Objective, and Essay Tests. Teachers' informal tests, 
whether objective or not, tend to constitute the major part of the 
testing in any school. It is important that these learning instruments 
be as effective as possible. Many recognize that both subjective and 
objective tests have a place in such a program. It is held by leading 
authorities on test construction that essay questions are important in 
testing but that they should not be used for hurried writing in short 
examinations. Rather the student should try to produce the best com- 
position of which he is capable, written at leisure and with source 
material available for study. The examination period is then reserved 
for extensive sampling of the student's knowledge or ability to apply 
knowledge. 

In improving informal objective tests, teachers should strive to 
meet the criteria listed previously in this chapter. The revision of the 
examination to eliminate items that are too eas 
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USE OF TESTS IN IMPROVING INSTRUCTION 

A test that provides a reliable measurement of individual differ- 
ences in the educational achievement of students will also provide a 
reliable measurement of the achievement of the group if the achieve- 
ment can be attributed to the effectiveness or ineffectiveness of in- 
struction and if the test measures all the important outcomes of in- 
struction. 

Factors Conditioning Achievement of Students. Instructional effi- 
ciency is only one factor which conditions achievement. Eight other 
important factors are: 

1. Intelligence. Schools having many able students should be ex- 
pected to have higher achievement than those with fewer able chil- 
dren. Differences in ability will be found in the enrollment in various 
schools in various parts of a city. Ordinarily students enrolled in 
schools in backward areas are likely to be less able than those in bet- 
ter areas. Before one compares the achievement of the students in 
one school with those in another, or the pupils of one teacher with 
those of another in the same school, the abi'ity of the pupils should be 
known. 

9. Previous instruction. If students enrolled in a sixth-grade class 
in arithmetic began the year with an average ability in arithmetic of 
grade 5.6, an achievement of 6.8 at the end of the year (0.2 below the 
norm) would be interpreted quite differently from a similar achieve- 
ment if the initial ability of the class were 6.3. In the former case one 
would infer that instruction had been relatively effective, whereas in 
the latter case it might be assumed that the teaching had been rela- 
tively ineffective. Such judgment must be tentative unless the super- 
visor knows what other desirable traits or characteristics have been 
developed, or what emphasis was given to instruction in arithmetic 
by the two hypothetical teachers. 

3. Cultural and social environment. In some schools, particularly 
those located in blighted areas, there is no home or community tra- 
dition of scholarship. In extreme cases pupils may attend because the 
School is clean, warm, and peopled with others of similar age, but 
they may have no intention of doing work because there is no tra- 
dition for it. In such a condition even a superior teacher would have 
difficulty in securing more than average results. 

4. Total load of the teacher, including the extracurricular assign- 
ments. It is obvious that a teacher who meets four classes of twenty 
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pupils each should be expected to do better work than another who 
teaches six classes of forty pupils each and carries the responsibility 
for athletic coaching in addition. 

5. Adequacy of the instructional material furnished to the teacher. 
Better results should be expected when supplementary reading ma- 
terials, visual aids, and other teacher aids are supplied liberally than 
when instruction must be based largely on textbooks, and only a few 
of these are supplied. 

6. Adequacy of the supervisory assistance and leadership which 
has been furnished to teachers. If achievement in a school is unsatis- 
factory, the principal should determine whether his supervisory serv- 
ices warrant better results than are secured. 

T. Character of the instruction. furnished students in other classes. 
If instruction is correlated so that teachers in such subjects as science 
and history expect written work to conform to the canons of good 
usage, English composition is likely to be much better than if the 
faculty assumes that English composition is the responsibility solely 
of the English teacher. 

8. Desirable traits and characteristics which the teacher may de- 
velop, but which are not measured by the tests. This again relates to 
the tests used. If the tests are not valid, they should not be used. 


THE RESPONSIBILITY OF THE PRINCIPAL FOR PROVIDING 
AND IMPROVING TESTING SERVICES 

Testing services exist only to help teachers and administrators get 
the information which they need and which can be secured by tests. 
Tests help school administrators and teachers to state objectives and 
measure progress towards these objectives in understandable terms. 
They help in locating learning difficulties, they help to predict future 
accomplishment, and they give evidence of achievement and thus 
help to motivate learning. 

One of the deterring factors in the use of tests is that they may be 
misused, and there certainly is evidence that this has been done. It 
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The responsibility of the administrator with respect to testing may 
be summarized as follows: 

1. To secure the co-operation of the entire faculty in studying the 
needs of the school and determining what testing program should be 
developed. This is far better than issuing an edict from the office 
whereby it is announced that certain tests will be administered. 
Teachers who have a chance to plan the program in light of their 
objectives will support it, whereas they certainly need not if it is im- 
posed on them. 

2. The principal has the responsibility of providing administrative 
facilities for purchasing tests, administering, and scoring them. This 
is more readily done now that test scoring machines are available. 
Teachers have always objected to hand scoring of tests, for it is a 
tedious matter. It is far better to secure clerks to do the hand scoring 
than to require teachers to do it. 

8. The principal should insure that the testing program provides 
information on the basic needs of children which can be used in both 
the instructional program and in guidance and counseling, It should 
include instruments which will provide not only evidence on aca- 
demic achievement but also on general aptitude, student interest, 
social and emotional adjustments. 

4. The principal should insure that, once test results are received, 
they have been used for the purposes designated. The purposes of 
tests are to provide initial information in the differing needs of stu- 
dents to identify the most troublesome problems students face, to 
provide information for an over-all appraisal of the total school pro- 
gram, and to provide a basis for the improvement of public relations 
through the reports to parents and patrons. 

5. The principal should stimulate professional attitudes toward 
testing and test results. For teachers to label a student as stupid 
because he did not do well on a particular test may be entirely er- 
roneous. The child may have reading difficulties which give him a 
low score, he may have a language handicap, or there may be other 
reasons which need to be taken into account before decisions are 
made. The use of tests is one way that teachers, administrators, stu- 
dents, and parents may work together toward the educational goal 
that is the basis on which the school is operated. Testing is only one 
means to an end. With the principal's support and understanding, it 
can be more effective than without his support. 
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9. 
THE SCHOOL LIBRARY 


The school library is an important part of every school. It attained 
increased significance as emphasis began to be placed upon wide 
reading as a leisure time activity for children of all age levels. Ac- 
tivities embodied in the experience curriculum, the problem ap- 
proach, and the extension of the unit method of teaching, demand a 
great variety and an extensive amount of instructional materials. 
These demands necessitate a library readily accessible to all pupils 
and sufficiently adequate to permit classification, centralization, and 
accounting of learning materials. The modern school library with 
its open stacks and informal, often homelike, atmosphere is in 
pleasant contrast to the institution described in the following quota- 
tion from the Old Librarians Almanac: 

Keep your Books behind stout Gratings and in no wise let any Person 
come at them to take them from the Shelf except vourself. Have in Mind 
the Counsel of Master Enoch (that most Worthy Librarian) who says: ‘It 
were better that no Person enter the Library (save the Librarian Himself) 
and that the Books be kept in Safety, than that one Book be lost, or others 
Misplaced.” Guard well your Books—this is always your foremost Duty. 
. . . So far as your Authority will permit of it, exercise great Discrimina- 
tion as to which Persons shall be admitted to the use of the Library. For 
the Treasure House of Literature is no more to be thrown open to the 
ravages of the unreasoning Mob, than is a fair Garden to be laid unpro- 
tected at the Mercy of a Swarm of Beasts. 


Not all schools have recognized the fundamental part which the 
library plays if the newer techniques of teaching are to be utilized, 
In such cases, the library facilities are generally inadequate or to- 
tally lacking. In other schools, there is constant effort to improve 

1L. F. Fargo, “Training High-School Students in the Use of the Library.” 
Tournal of Proceedings and Addresses of the Nat‘onil Education Association, 
Vol. LI (1913), 756. 
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facilities so that the library becomes the focus of many instructional 
activities. Accrediting agencies and evaluative committees attach 
much importance to the quality of library services.? 

Steps in the Development of School Libraries. The first step in the 
development of the school library was a classroom library, often 
consisting of 25 to 50 books, lent by the public library to the teacher, 
who re-lent them to the pupils. This procedure is still followed in 
many schools and is frequently the first step in the development of a 
school library. When school libraries exist, the public library fre- 
quently lends books during the study of a specific unit to supple- 
ment those available in the school. This plan, although unsatisfac- 
tory, is not without value. The teacher secures material that is closely 
related to the unit at hand and has it available in the classroom; this 
condition does not always exist when the school's collection of books 
is housed in a central library. Furthermore, attention is called to the 
public library, with the result that some pupils who would not other- 
Wise use its service may be stimulated to do so. 

The plan has grave defects in that it is consumptive of the teacher's 
time and energy, suitable books may not be available, and the attrac- 
tive setting of a modern school library is missing. The plan is too 
haphazard to be countenanced except as a first step. 

A variation of the plan is to pl 
room and make the teacher, who 
load, responsible for the books, 
pointed to help, and pupils from 
lowed to come to the "library" on s 
selves or for the classroom. ` 


ace all library books in one class- 
incidentally carries a full teaching 
Usually pupil assistants are ap- 
all other grades or classes are al- 
chedule to secure books for them- 


ary was sometimes es- 
rary. Such an arrange- 
g up a separate school 
à supply of books are 


as ls, particularly in small 
communities, have worked out satisfactory arrangements. The trend, 


however, is away from the combination public and school library 
to a school library. 


The Library within the School. Th 


> e next stage of development was 
to assign a room, usually an unuse 


d classroom, for library purposes 


2N, E. Beust, “An Introduction to the Study of ibr: E ig 
School Libraries, Vol, II, No. 4 (July 1953), 9-16. "otl HORIS 
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and to designate a teacher-librarian for part-time service. This, un- 
fortunately, must of necessity be the case in schools with limited en- 
rollments because the cost involved in securing a full-time librarian 
cannot be justified. Frequently a joint library can be established for 
elementary and high school pupils, particularly when they are 
housed in the same building. This benefits both school units, since a 
larger collection thus can be secured and a wider range of abilities 
satisfied, a better trained librarian can be provided, and the service 
can be more extensive and better organized. The final step in the de- 
velopment of a school library is a central library room planned spe- 
cifically for that purpose, with a full-time trained school librarian 
in charge. The advantages of such a plan are readily apparent. 
Functions of the Library. Much has been written in recent years 
concerning the important part the library plays in the operation of 
schools today. It is evident that the library’s importance will be over- 
looked unless those who are concerned understand the contributions 
it can provide. The American Library Association has stated the pur- 


poses of the school library as follows: 


1. Participate effectively in the school program as it strives to meet 
the needs of pupils, teacher, parents, and other community members. 

2. Provide boys and girls with the library materials and services most 
appropriate and most meaningful in their growth and development as in- 
dividuals. 

3. Stimulate and guide pupils in all phases of their reading that they 
may find increasing enjoyment and satisfaction and may grow in critical 
judgment and appreciation. i . 

4. Provide an opportunity through library experiences for boys and 
girls to develop helpful interests, to make satisfactory personal adjust- 
ments, and to acquire desirable social attitudes. 

5. Help children and young people to become skillful and discriminat- 
ing users of libraries and of printed and audio-visual materials. 

6. Introduce pupils to community libraries as early as possible and co- 
operate with those libraries in their efforts to encourage continuing edu- 
cation and cultural growth. 

7. Work with teachers in the selection and use of all types of library 
materials which contribute to the teaching program. 

8. Participate with other teachers and administrators in programs for 
the continuing professional and cultural growth of the school staff. 

9. Co-operate with other librarians and community leaders in planning 
and developing an over-all program for the community or area.* 


3 School Libraries for Today and Tomorrow. Chicago: American Library As- 
sociation, 1945, pp. 9-10. 
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It is readily seen that these purposes contain important implica- 
tions for the school administrator. Such problems as suitable housin g 
adequate facilities, sufficient materials, and trained leadership for 
the library must be solved satisfactorily if its purposes are to be 
achieved. 

Improving the Facilities of the School Library. Inadequate facili- 
ties are probably the greatest handicap with which the school library 
is faced. Schools have been forced in the past to use rooms not origi- 
nally intended for library purposes. In some cases, it has been and 
still is necessary to utilize corridor space for this activity. Lack of 
trained personnel also constitutes à very real problem in many school 
Situations. In the smaller schools it is often necessary to use teachers 
as part-time librarians, In other instances, clerical duties are added 
to the work of the librarian. In such cases, it is very difficult for the 
library to fulfill its function in the educational scheme. The ele- 
mentary school is likely to suffer more from these handicaps than 
secondary schools, since most secondary school plants have tradi- 
tionally given greater consideration to the library service. The im- 
portance accorded library service requires that the school be pro- 


vided with sufficient space and equipment to meet the demands that 
are to be made upon it. 


The library in elementary schools ranges from the simple collec- 


tion of books provided for each classroom to a centralized library 
with a librarian trained in the techniques of library services for chil- 
dren of Grades I-VI, inclusive. In small school systems the prevail- 
Ing practice is the classroom library and in the larger school systems, 
the central library. Some school systems in larger cities co-operate 


with the public library which provides a staff of librarians who de- 
vote their time to visiting and i 


mentary schools maintaining libraries but r 

Modern methods of teaching and the n 
the use of books for recreational reading 
for the solution of their problems requi 
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libraries will require facilities that may differ from those ot a more 
generalized type. However, there are certain general requirements 
which may be discussed. 

If an adequate program of service is to be carried out, minimum 
requirements are a reading room for pupils and space to serve as a 
workroom for the librarian. This minimum requirement will be ex- 
panded to provide special facilities that may include conference 
rooms, audio-visual rooms, rooms for the physically handicapped, li- 
brary offices, and storage rooms. 

Bulletins issued by some of the state departments contain excellent 
suggestions and illustrations of practical library accommodations. 
Among those publishing such materials are: State Department of 
Education, Texas; Connecticut State Department of Education, Bu- 
reau of Libraries; and British Columbia Department of Education, 
Victoria. Another excellent source of materials is the American Li- 
brary Association. A committee of that organization has recommenda- 
tions to be followed in constructing libraries to be used by school 
organizations of different sizes.* In general, 25 square feet of space 
per reader is recommended for the circulation and reading center. 
For elementary schools, it is suggested that space be provided for 
seating the largest class plus twenty. For high schools, the recom- 
mended space would accommodate from 15 to 20 per cent of the en- 
rollment. For combination types, à total minimum seating capacity 
of 75 is recommended. 

Consideration must also be given to the location of the library 
when constructing new buildings. The chief consideration is one of 
utility. Its location must be such that it will contribute to the develop- 
ment of the program of the entire school. The American Library As- 
sociation? states that it is essential in planning new buildings to pro- 
vide quarters that are: (1) large enough to serve the needs of the 
school and to allow expansion as the program develops and the school 
grows: (2) conveniently located with respect to planned use. This usu- 
ally means that the library adjoins the supervised study areas and 
has entrances to its reading rooms easily accessible from all classes; 
(3) near the center of interclass traffic; (4) comparatively free from 
outside noises during the school day; (5) provided with adequate 


4 Dear Mr. Architect. Chicago: The Association, 1946, p. 2. 
5 School Libraries for Today and Tomorrow, p. 27. 
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natural light, with satisfactory window shades and provision for 
needed artificial light; (6) equipped with adequate shelving for the 
care of library resources; (7) constructed with acoustical ceilings 
and noiseless types of floor covering; (8) planned to permit a flexible 
arrangement of materials and equipment; (9) near the space used 
for allied activities, such as audio-visual rooms; and (10) attractive, 
colorful, and inviting. 

The equipment of the library also requires much care in its selec- 
tion. Again the type of student to be served will determine, in part, 
the type of shelving and the size and kind of seating accommodations. 
In keeping with the newer trends of education, the library will be 
made as attractive as the funds available will permit. 
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least satisfactory method is that which leaves the library instruction 
n whatever seems necessary 
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to use the regular teachers for instruction, with the librarian acting 
às consultant. 

Any good library unit should include instructions in the following: 
(1) introduction to the library, arrangement, library citizenship, li- 
brary loan procedures; (2) parts of the book; (3) classification of 
books; (4) use of the card catalog; (5) dictionary; (6) encyclopedia; 
(7) yearbook and almanacs; (8) periodicals and periodical indexes; 
(9) atlases, gazetteers, use of maps; (10) special reference books and 
indexes of biography, social studies, languages, literature, and sci- 
ence; (11) audio-visual materials; (12) recreational reading materials | 
and helps for personal selection.? Many of the topics will require sev- 
eral class periods for adequate instruction. 


The library unit offers an excellent opportunity to teach apprecia- 
tion for library materials in an effort to curb losses and mutilation." 


The loss of materials caused through failure to charge out materials 
or from pupils tearing out illustrations for the purpose of making 
scrapbooks or meeting other class requirements is a well-known 
source of waste to all librarians. The discovery of such loss in a school 
library provides the occasion for teaching respect not only for library 
materials but for all public property. 

Stimulating Use of the Library. Perhaps the best, and certainly 


the easiest, way to stimulate pupils to use the library is for the prin- 
cipal to make certain through administrative routine that all pupils 


are in the library regularly at some time during the day or week, and 
to provide library hours that will permit visitation by the student on 
his own initiative. In the primary grades pupils may be prepared to 
use the library at a later time by having exhibited to them collections 
of appropriate books from which stories are read to them. Story-tell- 
ing by the teacher will also prepare students to anticipate their later 
library experience. Many schools have scheduled free reading periods 
when each child comes to the library to read materials of his own 
Choice, guided, of course, by the librarian. 

In some school situations, the program is arranged so that pupils 
come to the library during their unassigned periods. This arrange- 
ment is not always as satisfactory as it might be, since much of the 


6 Texas School Libraries. Austin, Texas: State Department of Education, 1947, 


IT. f s 
: TM. K. Walraven and F. L. Hall-Quest, Teaching Through the Elementary 
School Library. New York: H. W. Wilson Co., 1948, p. 136. 
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pupil's time during his study hour may be occupied with work not re- 
quiring library materials. As a result, valuable space may thus be 
denied other pupils who desire to use the library. The ‘ibrary-studs 
hall combination does have the advantage of acquainting all students 
with the library; It also avoids having to excuse students from regular 
study halls to study in the library. 

In sma!] schools it is often mandatory to use the combination li- 
brary and study hall. It is possible to make such an arrangement 
more satisfactory by certain administrative procedures. A teacher 
may be assigned to assist the librarian in carrying out the supervised 
study plan. Clerical assistance may be given the librarian so that she 
may be free for consultation. Special shelves may be arranged for ref- 
erences, encyclopedias, and other general materials. Attractive maga- 
zine racks may be placed so that students having free time may spend 
it in a profitable manner. Permitting pupils to move about in the 
combined library-study hall to browse, to do reference work, or to 
read for pleasure will help to remove the formality of the study ha'l 


and to create the cheerful, informal air so desirable in the school li- 
brary. 


In small schools the objection to the library-study hall cannot be 
considered valid because the numbers involved are not large and 
there is no excuse for providing two persons to care for the pupils who 
are not scheduled in classes. Although it may be preferable in a large 
School to have a separate arrangement, it is advantageous to have the 
study hall adjacent to the library. In some cases, the study hall is 
planned so that it opens directly into the library. In other cases, 
shelves of appropriately selected library materials are placed in each 
study hall. The arrangement of allowin g direct access to the materials 
in the library would seem to be preferable from many standpoints. 

The use of the library is stimulated by alert librarians through the 
display of book jackets in the halls, library, or classrooms. Bulletin 
boards and display cases have been used effe 
during book week, which are designed to iner 
in the library and its facilities. Another devi 
as illustrated by the sample which follows. 


ctively; also assemblies 
ease the general interest 
ce is a bulletin to pupils, 


DO YOU KNOW? 
1. What is meant by the "golden hands of the 


ssia "? 
Atlantic Monthly, August, 1953. BN aa als 
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2. How to fit two boys and all their belongings into one room? 
Good Housekeeping, August, 1953. : 
Which are the twelve most fascinating cities of North America? 
Holiday, July, 1953. , 
4. How to buy clothes good for four years of college? 
Mademoiselle, August, 1953. i > 
5. That orchids grow wild in Alaska? 
Natural History, June, 1953. 
6. How to make a 3-D album? 
Photography, September, 1953. 
7. How two-way radio is used on construction jobs? 
Popular Mechanics, September, 1953. 
8. Which country surpasses the United States in making jet planes? 
Skyways, July, 1953. 
9. What 1954 cars will be like? 
U.S. News and World Report, September, 1953. 
10. That Stockholm is, this summer, celebrating its 700th anniversary? 


Saturday Review, September 5, 1953. 


11. That gossip can kill you? 


Today's Health, July, 1953. 
12. What your favorite senator said in Congress yesterday? Read the 


Congressional Record from day to day. 


e 


If the library staff can be increased to such a point that it is feasible 
to do so, it should be very profitable for the librarian to visit the class- 
rooms to see and to understand the needs of both pupils and teachers. 


A librarian with such a background should be able to organize the li- 
brary and its services to be of the greatest stimulation and value to the 
school. Librarians in schools that have outstanding service usually 
keep in touch with what is going on in the classroom. 

One further device is that of requiring the librarian to approve all 
orders for supplementary books. In large systems much duplication 
and waste may occur if teachers are permitted to order books with- 
ying the bookshelves of the library. The librarian who 
mittee for book selection may be in a position to 
advice in the selection of instructional mate- 


out survey 
serves on the com 
offer valuable technical 
rials. 


Supplementing the Instructional Material through the Use of the 


Library. The newer methods of teaching make greater demands on 
the library than have ever been made before. The trend toward using 
more and varied materials is unmistakable. The various plans of 
dy and the long-unit assignments demand increased 


supervised stu 
a's. Schools using the newer curriculum approaches 


reading materi 
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find it necessary to make increased demands upon the library. They 
further need much library material on hand in the classroom where 
the activities are taking place. Provision is made to check out many 
books and much material for long periods of time. Some of the mate- 
rials often remain in the classroom as a permanent collection. Other 
materials are transferred from the library for the period needed and 
replaced at the close of study. 

Supplying Materials for Classrooms. In addition to the plan of 
lending books to the classroom for the duration of a particular unit or 
activity, other methods of making material available are: (1) pupils 
leave the classroom and come to the library individually during the 
class period, (2) classes come to the library during the class period, (3) 
books used in various classes are placed on reserve shelves in the li- 
brary. The most satisfactory methods appear to be those of develop- 
ing classroom libraries and of sending pertinent books to classrooms 
as needed. This type of service demands a librari 
touch with the work of the classrooms, wh 
methods of teaching, and who is not unduly 
disappear when they are freely av. 
open stacks in the library. 

The lending of books to the cl 
when it is practiced extensively, 
may well involve lending sever 


an who keeps in 
o is familiar with modern 
/ concerned if a few books 
ailable in the classroom and in 


assroom assumes sizable proportions 
In a school of five hundred pupils it 


al thousand books during the year for 
varying periods of time, In large Schools it proves to be economical 


if the work is arranged so that no two teachers in a department in- 
struct the same unit at the same time, 


Having classes come to the libr 


work in conference rooms is particularly 
the pupils have no study periods, 
tary and junior high schools. M. 
class period which includes time 

The use of classroom libraries i 
teachers and librarian and the und 
need of duplicates in the classroom Ii 
juently used. Its success is also d 
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The Teachers’ Use of the Library. No library can be wholly suc- 
cessful unless the teachers use it, are aware of its resources, see the 
possibility of its use as an instructional aid, and encourage its use 
through the procedures they employ in their teaching. It has been 
mentioned before that the use of the library by the teachers them- 
selves is one of the most telling marks of a well-ordered library. 

Probably nothing encourages the use of libraries more than to have 
them in the classrooms. However, some other ways in which efficient 
teachers encourage library usage are: (1) telling pupils of books that 
might interest them, (2) excusing pupils to go to the library as the 
need for reference materials arises, (3) making assignments requiring 
the pupils to use the resources of the library, (4) distributing sug- 
gested readings through mimeographed materials, 

Other ways considered successful are taking classes to the library, 
using posters on the bulletin board of the classroom, teaching pupils 
how to use the library, and library exhibits of projects that have been 
completed during library periods. Probably it is fair to say that un- 
less the teachers know what the library contains, and believe in ex- 
tensive reading, they will not use it themselves nor will they advise 
their pupils to do so. The librarian must take the initiative in familiar- 
izing the faculty with the resources of the library if the teachers do 
not seek them out, and must secure teacher co-operation in purchas- 
ing with the funds available what is most necessary, and in stimulat- 
ing the use of books and materials. 

Professional Books and Periodicals. Whenever the school budget 
is adequate, a small amount should be spent regularly for the pur- 
chase of the most useful professional periodicals and the most signifi- 
cant new professional books. (This, of course, does not imply that 
teachers should not also purchase the professional material they need 
individually.) Such material should be accessioned in the school 
library where it is at hand for the teachers. The availability of pro- 
fessional material will also tend to increase the teacher's use of the 
library. The librarian should adopt some systematic method of in- 
forming the professional staff when such materials are added to the 


library. 
THE LIBRARY STAFF 


Professional School Librarians. The size of the staff recommended 


has been based almost entirely upon the enrollment of the school. 
Authorities are in general agreement that schools having fewer pupils 


198 THE SCHOOL LIBRARY 


than one hundred can be served by a teacher-librarian.5 The teacher 
who serves in that capacity would have, in addition to her educational 
qualifications for teaching, at least twelve semester hours in library 
science. She would be freed from teaching a part of the day to carry 
out her library duties. In a school with an enrollment of 100 to 300 
students, it is recommended that the librarian spend at least half her 
time with the library assignment. Schools with enrollments exceeding 
three hundred pupils need the services of a full-time, trained li- 
brarian. When libraries serve all grades or community service, addi- 
tional help may be required. 

The load the librarian carries is more important but is not so easily 
measured as the enrollment. The combined library-study hall in- 
creases the load and circulation above that expected in separate li- 
brary and study halls. The long period (60 minutes) tends to make the 
combined library-study hall load less than does the short period. For 
in the former case pupils spend one third of the day in library-study 
halls whereas in the latter case they ordinarily spend one half the day. 

The responsibility for making adequate provision for library serv- 
ice rests with the principal or superintendent who is responsible for 
the administration of the school. The important part the library 
plays in the newer methods of teaching requires that this matter re- 
ceive consideration. In schools that need more than one librarian, it 
will be advisable to secure an expert clerical assistant. This may be 


done at less expense, and frequently will relieve the librarian more 
than would an assistant librarian. 


Pupil Assistants. It is common practice 
in the library. In some cases the assist 
staff. In many schools the pupils volu 
of serving the general interest of the school, or for the purpose of get- 
ting "extra credit" in the English courses. In other situations the 
assistants are paid by the school for the purpose of giving better serv- 
ice to the institution. Among the duties that pupils perform are: 
return books to the library shelves, file charging slips, handle matters 
at the charge desk, arrange bulletin board displays Hd assist with 
general library housekeeping. 

The experience pupil assistants gain can be a most worthwhile one. 
However, good planning is necessary if the greatest benefit both to 


8L. F. Far e Library i i P ; 
Meg i m Library in the School. Chicago: American Library Associa- 


to utilize pupil assistants 
ants supplement an inadequate 
nteer their services as a method 
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the individual and to the library is to be attained.? Competent super- 
vision by the librarian is needed in planning the work and arranging 
that the tasks performed will contribute to the pupil's educational de- 
velopment. Routine tasks soon lose their challenge unless variety is 
added. There should be some attempt to assist the pupils in develop- 
ing Work habits and to utilize the social values of library experience. 
The librarian will find it to her advantage to conduct training periods 
for these assistants. Only through systematic planning is it possible to 
make wise use of pupil assistants. 

Duties of the Librarian. A knowledge of children’s literature and 
modern classroom methods is just as indispensable to the school li- 
brarian as is a knowledge of the technical aspects of library work. The 
purchasing of suitable materials and properly apportioning expendi- 
tures among the various departments of the school in order that all are 
provided for adequately is in itself a task of sizable proportions. Help- 
ing teachers to train pupils in the use of the library and stimulating 
the use of the library are major responsibilities. To make the library 
a quiet place where pupils like to be, yet without the formality so 
often connected with the study hall, requires tact and ingenuity. The 
personal qualities of kindness, patience, sincerity, tact, impartiality, 
and an understanding of and a liking for children are no less desirable 
in the librarian than in the teacher. Certainly the librarian should 
have the training equivalent to that required by other teachers, with 
sufficient training in library science to carry on her special duties. 
This should mean a minimum requirement of the bachelor’s degree 
for the elementary school and the master’s degree for the secondary 
school. That the qualifications, both academic and personal, are not 
impossible of realization is supported by the practices of many 
schools that reach or exceed the suggestions made in this chapter, 

The effectiveness of the librarian in carrying out her duties can be 
increased with the assistance of an understanding principal. The li- 
brarian should be included as a member of curriculum planning com- 
mittees and in other positions of importance that will make it possible 
for the library to assume its proper role in the functioning of the 


school. 
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10. 
EVALUATING STUDENT PROGRESS 


Evaluation is a relatively new term in education. As applied to 
the appraisal of student progress it is a much more comprehensive 
concept than that of “marks” used periodically by teachers in report- 
ing the character of pupil achievement to parents. Periodic ap- 
praisal of progress by “marks” is a tradition in American schools at 
all levels—elementary, secondary, and college. No one questions the 
teacher's responsibility for passing judgment on the achievement 
of students. But the teacher's judgment must not be regarded as a 
final judgment. The school principal in the elementary or the sec- 
ondary school, as an institutional head, has responsibility for the 
character of the evaluating done by his teachers. This responsibility 
makes him a partner in the classroom enterprises of his teachers. He 
must therefore share with them the responsibility for evaluating the 


progress of the students. , 
Student progress may be evaluated crudely or with considerable 
has 


precision. Too frequently the evaluation been largely subjec- 
tive. It has been based on general impressions and not on an accu- 
rate appraisal of change from one measuring period to another. 

In some schools improvement in the evaluation of student progress 
has been attempted through the administration of standardized 
tests which make possible comparison with established grade norms. 
Tndividual scores are then studied for diagnostic purposes, and 
remedial or corrective work is undertaken in the light of the test 
results. Progress is then evaluated in terms of the improvement re- 
vealed in the scores made on a comparable test administered at a 
subsequent date. This sort of evaluation represents a great advance 
over that based solely on teacher opinion, but it is still only a step in 
the direction of the kind of evaluation which can and should be car- 


ried on in present day schools. 
201 
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EVALUATING STUDENT PROGRESS 
WHY EVALUATION IS NECESSARY 


In America public education has become a function of the State. 
The purpose of education is not realized in so far as the State is con- 
cerned unless students are prepared for worthy citizenship in demo- 
cratic society. The realization of the citizenship function requires 
that the school evaluate at every stage of progress the growth and 
development of its students as citizens. Formerly, progress was 
measured chiefly in terms of growth in learning in the subjects of 
instruction. Students were marked in each area of instruction onan 
achievement scale ranging from a high of 100 per cent to a passing 
mark of 65 or 70 per cent, according to the passing standard set bv 
the school. Pupils considered as having achieved below the standard 
for passing were designated as "failures." The percentage of pupils 
in.a class receiving marks of "failure" varied with the marking pat- 
tern of the teacher. à 

Progress reports very generally 


ignored the evaluation of growth 
in citizenship on the p 


art of pupils. Some schools gave a mark for 
conduct. In time dissatisfaction of school officials and parents led to 


improvements in evaluation both in the characteristics rated and in 
the methods employed. 


THE PROBLEM OF FAILURE 
As conceived by teachers in the past, “failure” 

satisfactory progress on the part of students so marked. The only 
remedy known for failure was to repeat the work of the grade. It 
seemed never to have occurred to the early teachers that failure 
might be relative with the students thus judged. Some might almost 
have passed, others might have achiey 


red very little. In fact, a scale 
could have been developed for the failing students, ranging from 


progress just below the passing mark to practically no progress at all. 
Indeed, it might have been true in some instances that a student who 
was given a failing mark had actually profited moré from the learn- 
ing experiences of the grade than another student who had received 


a barely passing mark. The distinction made might indicate the in- 
ability of the teacher to recognize sharp differences in the achieve- 
ment of the students. 


li The only remedy for inability to progress satisfactorily was more 
| drill and 


more time in repeating work considered unsatisfactory: 
| Standards were unknown and the methods in use did not permit the 


merely meant un- 
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comparison of results among students or between schools. That the 
results were not commensurate with the time spent in many schools 
became apparent to intelligent laymen who were able to take stock 
of the progress being made by their own children. 

As early as 1894 a journalist named Rice! conducted a series of 
written spelling tests containing a common list of words in a num- 
ber of widely scattered public schools. The correlation which he 
found between the test results in the different schools and the time 
given to the teaching of spelling in these schools was insignificant. 
Children in some schools devoting half as much time to spelling as in 
other schools spelled the list of words equally well. The findings led 
Rice to prepare articles on "The Futility of the Spelling Grind" pro- 
testing the waste involved in the teaching of spelling. In due time 
educators were forced to face the issue of developing better methods 
of teaching and measuring achievement in spelling. Stigmatizing), 
students with marks of failure in spelling and requiring them to re-}i 
peat the study of the required word lists did not solve the problems 
involved. At best the failing mark indicated only a bad state of af-? 
fairs for the students concerned. The real need was for educational 
diagnosis and remedial instruction as well as a different method 
of teaching spelling and more refined methods of evaluating prog- 
ress. 

Over fifty years have elapsed since Rice’s study, but the success- 
ful evaluation of the progress of pupils is still an unsolved problem. 
Scientific instruments for the measurement of progress in all the 


areas of instruction have been developed, and many principals and 
teachers now use these instruments in their efforts to evaluate the 
progress of their pupils. In spite of the advancement made in meas- 
urement the schools are still unable to use evaluation to the extent 
desired in preventing student failure. 

Failure in the Primary Grades. The percentage of failures is 
usually highest in the first grade—often as high as 15 to 20 per cent. 
This is probably caused by the inability of pupils to learn to read in 
the school time available. Difference in mental maturity is generally 
ason for disparities in achievement between students 


given as the re 
in beginning reading. The conventional plan of marking the stu- 


1 The Forum, Vol. XXIII, 163-172, 409-419. 
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dents who are unable to make satisfactory progress in reading, fail- 
ures and requiring them to repeat the first grade has given place in 
some schools to a plan whereby the students of the first grade re- 
main with the same teacher throughout the primary period of three 


ay be promoted or they may be 
ystem. Caswell has shown 
age of nonpromotion in various schools in 
the same city is enormous, In one city the Tange was from 3 to 35 


In view of the wide variation, 


5 in rates of non-promotion among schools 
of the same city, and the evide 


nce limited as it is, that non-promotion is 
not directly related to achievement, the conclusion appears to be justified 
that variations in the amount of non-promotion in different schools is the 
result of chance elements such as the beliefs or whims of particular prin- 
cipals or teachers? 


its in children as they tend to set 


ailure, Repeated failure in school is 
bad menta] hygiene for the childr, 


en on whom it js practiced. 
On the basis of Akridg regarding regular and ir- 
regular promotion on academic achievement, on the findings of 


SEL: T Caswell, Non-Promotion in Elementary Schools, Nashville, Tenn.: 
George Peabody College for Teachers, 1933, p. 13, 
3G 


: H. Akridge, Pupil Progress Policies and Practices, New York: Teachers 
College, Columbia University; 1937, 
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Cook,* on the implications of Caswell's study, and on the findings 
relating to trial promotion, it appears desirable to promote all stu- 
dents who are regular in attendance and to give educational diag- 
nosis and remedial instruction to those who need it. Promotion to 
high school is usually conditioned on completing subject matter in 
the elementary schools, although some forward-looking schools 
accept all children of proper chronological age and provide for their 
needs, In the junior and senior high schools promotion is commonly 
made by subject. Over 90 per cent of the secondary schools compel 
students who have failed a subject required for graduation to re; 
peat the subject in which they have failed. ! 

Failure in Secondary Schools. The problem of eliminating failure 
in the secondary school may be attacked in several ways. The use 
of diagnostic tests and remedial instruction should be employed in 
all cases of difficulty. An adequate guidance system which functions 
so that all students who have difficulties may receive counsel from 
sympathetic teachers who are willing to make changes in the pro- 
gram when changes are advisable should also prove helpful. Such 
devices as special classes for the deviate children, differentiated 
curriculums, and methods suited to the students of various ability 
levels are also valuable. These measures are discussed at length in 
other chapters. 

The curriculum of the secondary school needs overhauling to pro- 
vide adequately for the majority of the students who do not go to 
college. The mathematical-classical curriculum which is all too com- 
mon, particularly in the small secondary schools, needs to be revised. 
Just what the core for general education at the high school level 
should be is the subject of vigorous discussion. 

Faculty study of the problem of nonpromotion and retardation 
is a much more rational method of solving the problem than is ad- 
ministrative order. Unless the teachers who have been using failure 
as a part of their teaching technique are brought to a realization of 
the problems, árd as a result of discussion and study are prepared 
for a transition, there will be little improvement in educational re- 
sult. Because failure is closely connected with non-attendance, 


* W, W. Cook, “Some Effects of the Practice of Non-Promotion on Pupils of 
Low Achievement," The Effect of Administrative Practices on the Character of 
the Education Process. Washington: National Education Association, 1940, pp. 
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whether for illness or other reasons, it is unlikely that failure will 
be eliminated entirely from the schools. The trend toward a reduc- 
tion of failure which began earlier in the century may be expected 
to continue. Perhaps it is not inappropriate to mention that adequate 
and complete records for every student kept up to date on a cumu- 
lative form are essential in the successful study of the problems of 
promotion and retardation and of the whole problem of classifica- 
tion. Some of the items which the cumulative record should contain 
are pedagogical history, health record, personal and family history, 
mental ability, social development, special abilities, and extracur- 
ricular record. These data furnish adequate material for the studies 
proposed. From time to time the principal may wish to test the 
classification of the entire enrollment in the school by means of 


age-grade and grade-progress studies which should be made on the 
basis of serious study by the entire faculty. 


USE OF MARKING SYSTEMS IN EVALUATION 
As previously indicated, some form of evalu 


of students in school will always be expecte: 


; d and required. The 
evaluation may be given in the form of written comments by teach- 
ers or of symbols or marks, the general meaning of which is defined. 


In the past, and to some extent today, marks have been based on 
class recitations, essay examinations, and teachers’ judgment. In 
some schools these are still recorded on a percentage Stale on which 
some point, as 60, 70, or 75, is arbitrarily chosen for passing. Marks 
below that point are recorded as failures, Perhaps a mark of 74 is 
failing and 75 is passing in a particular school. 

The objective testing m 


cannot distinguish so clos 


ation of the progress 


ation measures only 
and is consequently subject to 
too high or too low. For about 


nors to the student who has an 
he next in line is 94.70! To main- 
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A difficulty with a system of comparative marking is that it does 
not contribute properly to child development: Parents and teachers 
are no longer satisfied in knowing merely where a given student 
stands in accomplishment with respect to other members of a group. 
Knowledge of the amount he has progressed above his own record 
and whether or not he is achieving in accordance with his expected 
rate appear to be more vital in his development than the traditional 
comparisons. 

Yeager has pointed out that measurement is necessary to learn 
more of the students themselves, their achievement, both group and 
individual, as well as for purposes of classification and promotion. 
Other uses suggested by him include developing motivation, pro- 
moting competition, providing diagnosis, determining honors, aiding 
in guidance, predicting pupil success, and ascertaining various as- 
pects of the school's efficiency. 

Although one may question whether these uses are proper func- 
tions of the marking system, they do present data for further con- 
sideration. It is generally assumed that the marking system is de- 
signed to evaluate achievement; however, it is just as important to 
appraise the child's development in personality, character, and citi- 
zenship traits. This leads to a discussion of marking practices. 

It has been advocated that letter grades be given on a five-point 
or seven-point scale. This suggestion is logical in that a teacher can 
distinguish five or seven degrees in achievement in'a class. However, 
where such systems have been installed it soon developed that some 
teachers graded too high and others too low; some gave 50 per cent 
"A" grades and no “F” grades, others gave 30 per cent “F” grades 
and 1 per cent "A" grades. It could be and was demonstrated that a 
student who failed for one teacher might be an “A” student for an- 
other. 

Many school systems follow the procedure of making systematic 
studies of the marks which the various teachers issue at the grading 
periods. This practice tends to make instructors cognizant of their 
marking peculiarities. Marks may vary widely from one department 
to another. The chances of failing in one subject may be several 
times as great as those in another subject. Attempts have been made 
to standardize marking practices by the adoption of a faculty ruling 
in which the percentage of marks allotted is arbitrarily set. This 


5 W. A. Yeager, Administration and the Pupil. New York: Harper and Broth- 
ers, 1949, p. 811. 
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method is questionable since it is likely to be ignored and, more id 
portant, does not make provision for the individual differences exis 
ing within the various groups of students. uU dio 
Frequently a graph of the entire distribution of marks ci : 
School, a graph of the ‘individual teacher's marks, and a graph 9 
the normal distribution of marks posted on the faculty bulletin 
board, without comment, will be sufficient to “bring into line” teach- 
ers who are seriously one-sided. Having the teachers compute the 
percentage of marks assigned and then prepare a graph on the bw 
of the computations will focus attention on their practices of ee » 
ing. There may be valid reasons why a given class differs marked y 
from the normal curve. After the teacher has computed the peri 
centages, he should bcé'able to justify the deviation from the norma 
pattern, if such exists. For example, one would scarcely expect to 
find failing marks in the highest of six sections grouped according 
to ability, nor would one expect to find many “A” marks in a reme- 
dial English section when a system is used comparing them to stu- 
dents more skilled in English, 
Many Suggestions have been made re 
Probably each suggestion is in use in sc 
Some schools now favor the 100 per cen 
cussed. The normal curve which has bee 
which is used extensively, 
school can set up its own c 
Traxler suggests that in 
five-point scale would be 


garding marking systems. 
ome publie school system. 
t promotion previously dis- 
n advocated frequently, and 
need not provide for a failing grade. Any 
riteria for the percentage of failing marks. 
a normal distribution, marks covering à 
distributed as follows: A, 7 per cent; B, 24 
; D, 24 per cent; and F, 7 per cent.’ It is doubt- 


constructing 

at greater lengths in the chapter dealing With supervision. However, 

it is appropriate to mention here that the principal may help to im- 

prove the use of the marking system by interesting teachers in the 
examinations, For example, the prin- 


6 A. E. Traxler, Techniques of Guidance. New York: Harper and Bros., 1945; 
p. 236. 
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cipal may be instrumental in stimulating several teachers at the 
sixth-grade level, or all the teachers of English at the tenth-grade 
level, to consider the objectives of instruction which they are car- 
rying out. It is a logical conclusion that these teachers then should 
construct co-operatively a test which measures the objectives of 
instruction. 

This test would undoubtedly be scored by the individual teach- 
ers, but the range of marks would be representative of the entire 
group. It might be possible that all students assigned to one teacher 
would be rated “A” on the basis of such a test and that all students 
assigned to another would be rated “D.” The assumption stated 
would not be likely to happen, even though pupils were grouped by 
ability, because some students would work up to capacity and others 
would not. A principal who is interested in improving instruction 
should seek to promote the co-operative attack on instructional prob- 
lems by teachers whenever it is possible to do so, since such a co- 
operative procedure will do much to reduce the inequalities in rating 
within a department or grade. 

There is a growing tendency to rate students on achievement and 
to give a supplementary evaluation of citizenship, effort, or deport- 
ment. This procedure is defensible, although there is little doubt 
that some students at the lower end of the scale will probably be 
given the lowest passing mark. Certainly little justification exists for 
having students repeat courses if they have worked faithfully and 
could probably accomplish little more from repeating the work. 

As a help to teachers in using the five-point scale, it is desirable 
to have descriptive terms that will aid them in arriving at decisions. 
Such descriptive terms should be explained to the students and 
sent to the home so that parents may be conversant with the terms. 

One example is that used by many high schools in the state of 


Wisconsin. It is as follows: 


A—This mark indicates that the student has given evidence of a genuine 
interest in the subject and has done work in quantity and quality far 
in excess of the standards set forth for a satisfactory passing grade. 

B—This mark indicates that the student has given evidence of an awaken- 
ing intellectual interest by doing work in quantity and quality above 
the standards set forth for a passing grade. 

C—This mark is a satisfactory passing grade. It indicates that the student 
has acquired the necessary ability to proceed in the subject and can 
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use the ability where applicable. This grade is satisfactory for college 
entrance at the University of Wisconsin. 
D-This mark indicates that the student has not acquired the necessary 
ability to work efficiently at the next tasks in the subject, or to use the 
ability efficiently in other Situations where it is applicable. The *D 
mark is the lowest passing grade; it usually indicates that the student 


will fail in the subject if he continues it another semester with no 
greater success, 


F—This mark indicates that no c 
ress in the curriculum. Failu 
nent record. 


redit is given toward graduation or prog- 
res are recorded on the student's perma- 


One scale which is somewhat different from those used in the 
past is that developed by committees of teachers working under the 
Eight-Year Study of the Progressive Education Association: 


O, is OUTSTANDING: The student has reached an outstanding stage 
o development in the characteristic and field indicated; that is, a stage 


distinctly above that usual for pupils of the same age and similar oppor- 
tunities, 


A, is ABOVE USUAL. The student has reached a stage of development 
somewhat higher than usual, perhaps with promise of eventually reaching 
a superior level, 

U, is AT USUAL STAGE: The student is at approximately the usual 
stage of development for age and Opportunity. This anticipates successful 
completion of the course, 

B, is BELOW USUAL: The student is sufficiently below the usual 
stage in this field to need particular help from the home and institution or 
greater effort on the part of the pupil, 

S, is SERIOUSLY BELOW: The student is seriously below an accept- 
able standard in the field indicated, and is unlikely to complete the course 
satisfactorily,7 


iled attention, Such reports for a 
he part of each teacher, but 


tion, 1944 ^r Cmulatice Records. Washington: American Council on Educa- 
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practices by assigning marks with respect to a student's ability. In 
such cases, it becomes necessary for the teacher to determine, by ob- 
jective means, a student's capacity to learn, and to assign marks in- 
dicating to what degree a student achieves with respect to his ca- 
pacity. Those who support this plan point out that it serves to mo- 
tivate the superior student and is rewarding to the pupil who has 
little ability, since his mark depends upon his own progress and not 
upon that made by the class as a whole. 

Another promising device with respect to marking is that de- 
scribed by Ruth Strang, in which students participate in appraising 
their own efforts. Students are urged to report upon themselves con- 
cerning specific goals which they set for themselves. This author be- 
lieves that such responsibility for self-appraisal may contribute to 
the student's maturity in that he may become both more realistic and 
objective concerning himself. 

Need for Research. Marking systems offer opportunities for ex- 
tended experimentation and research at both the elementary and 
secondary levels. The elementary school has shown the greatest 
deviation from traditional systems, although a number of high 
schools are also making innovative departures in their progress re- 
ports. An example is that of the Rich Township High School which 
provides the parent with an evaluation of the growth of the student 
in school, citizenship, study and work habits, and subject matter, 
knowledge and skill, without giving an achievement mark in the 
areas of instruction (see Figure 7). This report is sent to parents four 
times a year. The card is made out by each teacher, thus permitting 
comparison of the progress of each student under his several teach- 
ers. In some elementary schools, the marking system has been aban- 
doned completely. Instead of the usual report card, a student's prog- 
ress is described by an informal letter or personal conference with 
the parent.’ No such plan should be adopted unless the extra time 
and labor involved under such an arrangement are provided, and 
the parents and teachers have had ample opportunity to appraise 
the scheme. No plan can be offered which will meet the needs of all 
students in all situations. Professional ingenuity and scientific con- 
sideration offer the greatest promise in this development. 


8 Ruth Strang, Reporting to Parents. New York: Teachers College, Columbia 


University, 1947, pp. 84-90. : 
9 See discussion on parent-teacher conferences in Chapter 20. 
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Period Characteristics 


SCHOOL CITIZENSHIP 
1|2|3]4 


Getting along well with classmates, 

Cooperating with teachers, 

Taking an active part in discussion and classwork, 

Leading occasionally in group activities, 

Taking good care of personal and school property. 

Sharing responsibility in making the school a good place 
in which to study, work, and play. 


Contributing something special to the welfare, satisfac- 
tion, or benefit of others, 


STUDY AND WORK HABITS 


Paying attention to instructions, 
Organizing work well, 

ompleting assignments on time. 
Exceeding minimum course requirements, 
Using library services efficient] 


Sticking with (and Concentrating on) the job at hand. 
Working up to ability, 


SUBJECT MATTER K 
Reading with ease and understanding, 


Speaking clearly and effectively, 
“xpressing ideas well in writin, (; 


NOWLEDGE AND SKILL 


E ll 

+ mark indicates unusual. 

— mark indicat 
No mark indic. 


: i arly years of the present 

m was focused on the Problems of m, in the 
E Maeti a 

$ yres in a book entitled 155,5). + , Is! 

and by E, L, orndike in a study of « kc o oar Pall 


Promotio, 


Elimination, t school p 


n, Retardation, and 
in the annual 


issell s 
1 Psychological Clinic 8° Foundation, 1999, 
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those of the superintendent to the board of education. Age-grade 
and grade-progress studies are reported in many of the early school 
surveys. The causes of elimination and failure were studied to dis- 
cover practical means of kéeping students happily engaged in worth- 
while activities in the schools. Studies of students overage and un- 
derage for their grade, while revealing great differences from one 
City to another, disclosed that the percentage of overage students was 
much greater than the percentage of underage students. Among the 
practical devices adopted to obviate these conditions were semi- 
annual promotions. 

Promotion Practices. The usual promotion period in large cities 
was twice a year; in smaller cities, once a year. Nearly 80 per cent 
of the cities over 30,000 population and about 40 per cent of the 
cities of all sizes employed semiannual promotions. Data collected 
from 555 school systems showed that between 1920 and 1930, 51 sys- 
tems had changed from the semiannual to the annual.promotion 
plan and 68 had changed from the annual to the semiannual. More 
recent data, collected in 1938 from 366 school systems, indicated that 
of those which had changed promotional policies within five years, 
by far the greater number had changed from the semiannual to the 
annual plan. 

The proponents of semiannual promotions have been vigorous in 
upholding the plan; the opponents have been equally vigorous in de- 
nouncing it. There appears to be no advantage claimed for annual 
promotion which has not been stated as a disadvantage of semiannual 
promotion. Conversely, there is no disadvantage of the annual plan 
Which has not been claimed as an advantage of the semiannual plan. 
At the present time the trend is away from the semiannual promotion 
to the annual plan. The consensus is that the semiannual promotion 
plan has not accomplished all that was claimed for it. 

In general, the evidence places the burden of proof on those who 
insist on semiannual promotions. The semiannual plan as an ad- 
ministrative measure was found to cause greater difficulties in ad- 
justment among pupils, greater dissipation of teachers’ energies (in 
registration), and more clerical work. It is, therefore, less economical 
than annual promotions. 

Greater administrative difficulties are experienced with semian- 
nual promotions in small schools than in large schools. It is in 
“small” secondary schools that the second semester offerings for be- 
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ginning groups are most meager. Sometime: 
entering at midyear are as much as 40 
entering in the autumn. 

The midyear entrants tend to 
bers during the first semester, 
graduate is the same. The midye 


s the offerings to pupils 
per cent less than for those 


ents since a student may have a dif- 
ach semester, 


n school. Although fa- 
the St. Louis Schools, the 


period of perh: y- If their work is unsatis- 
OF perhaps si - 
© the lower classification, Perhaps sit weeks, they are returned 
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children who had spent six years in the elementary school. Fifty-six 
per cent of the same superintendents favored promotion to the sen- 
ior high school of students who are approximately 15 years of age 
and who have spent three years in the junior high school. The senior 
high school should then offer the students educational opportunities 
commensurate with their abilities. 

An investigation of the effect of nonpromotion in comparison with 
tria! promotion was reported by Cook in 1940.1? Complete records 
were available for 650 potential failures in the elementary schools of 
St. Paul, Minnesota, of whom 312 were included in the study. Two 
groups of pupils at each grade level were matched on the basis of 
chronologica' age, intelligence quotient, and reading comprehension. 
One group was promoted and the other group was allowed to repeat 
the work of the half grade in which it had failed. Of a total of 32 
comparisons made between the passed and failed groups, 16 were in 
favor of each group. His study indicates that the hypothesis which 
holds that a student of low achievement will profit more from remain- 
ing in the grade in which he was failed than by being promoted is 
doubtfu!. He concludes that so far as achievement is concerned, the 
crucial issue appears to be not whether the slow-learning student is 
passed or failed, but how, adequately his needs are met wherever he 
is placed. Cook indicates that the vital instructional problem is to 
furnish a teacher with adequate instructional materials and teaching 
methods so that he may cope with a range of ability, often a span of 
from six to ten years, in his class. With this point of view the authors 


agree. 
IMPROVEMENTS NEEDED IN THE EVALUATION OF 
PUPIL PROGRESS 

As previously indicated, evaluation is a much more comprehen- 
sive process than is implied in the appraisal of school progress. De- 
spite the great amount of study given to marks and marking sys- 
tems it should be clear that no amount of tinkering with marking 
systems will ever adequately.solve the educational problems in- 
volved in evaluation. The process of evaluation is an integral part 


12 W, W. Cook, “Some Effects of the Practice of Non-Promotion on Pupils of 
Low Achievement,” The Effect of Administrative Practices on the Character of 
the Education Process. Washington: National Education Association, 1940, pp. 
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of learning and teaching. Merely recording judgments of progress 
in written reports or in symbols does not suffice for evaluation. 

Evaluation must be conceived as *a continuous process of inquiry, 
based upon criteria developed cooperatively in the school=com= 
munity, and conceived with the study, interpretation, and guidance 
of socially desirable changes in the behavior of children." 

As characterized by Shane and McSwain, evaluation involves a 
painstaking study of student growth and development by teachers, 
principal, and available special assistants and consultants provided 
by the school system. The subjective judgments of student progress 
based on casual classroom observations and the scores made on 
examinations and tests are only a mere beginning of the modern 
process of evaluation. 

Competencies Needed in Evaluation. The assumption of responsi- 
bility for evaluation by a school staff presupposes at least six com- 
petencies in the evaluative process: 

1. Acquisition of a fairly comprehensive knowledge of each student at 
the time of admission to the school as the basis of future progress. 


2. Understanding of the values in education to be realized for the stu- 
dents through the services of the school. 


3. Identification of difficulties or problems experienced by students in 
the pursuit of values. T 


4. Ability to use measuring instruments and careful Observation in col- 
lecting information, in analyzing data, and in interpreting findings. 

5. Technical skill in providing learning situations through which stu- 
dents will overcome their difficulties in the acquisition of the values sought 
for them by the school. 


6. Taking stock of progress made by students and guiding them in con- 
tinuous growth and development during their membership in class or 
school. 

Improving Teachers in Evaluation. To help staff members acquire 
these competencies, workshops are conducted in many school sys- 
tems. In other systems staff members are Sent to summer schools 
in institutions of higher learning to participate in workshops for the 
study of human growth and development. Many school systems still 
rely on Supervision as the means of improvin g teachers in evaluation. 

The development of an effective program of evaluation in a local 
school depends in no small measure on the ability of the school 
principal to interpret the purpose and the processes of evaluation to 


13 H. G. Shane and E. T. McSwain, Evaluation and the Elementary Curricu- 
lum. New York: Henry Holt and Co.. 1951, 
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his teachers. If they do not know how to make use of school records, 
assistance must be provided in drawing upon the information con- 
tained in the cumulative files. Most teachers can no doubt be im- 
proved in the observation of child behavior. The main difference 
here between skilled and unskilled observation, according to Olson, 
“lies in the knowledge of what to look for; skill in the sampling of 
situations and in mahing a record, and the ability to construct a 
framework of hypotheses and concepts that permit an interpreta- 
tion of what is seen."!* 

The principal must also develop in his teachers a scientific attitude 
toward improved measuring instruments. They must bé helped to 
realize that only through the controlled performances of students on 
properly prepared tests can they evaluate the mental processes and 
learning progress of their pupils. When the right attitude toward 
improved measuring instruments is developed on the part of a corps 
of teachers, a long stride has been made in preparing them in the 
processes of evaluation. 

Most teachers will need to have their conception of tests and test- 
ing broadened. The values they are seeking for their students through 
different learning experiences should direct the selection of tests. 
Different types of measuring instruments are required in evaluating 
progress in the retention of information, the development of skills, 
the demonstration of understanding, the formation of habits, and 
growth in affective learnings. The test results will reveal evidence, 
either positive or negative, of the behavioral changes sought in the 
growth and development of the students. 

"Through the careful observation of students in work and study 
Situations and the analysis of test results, learning difficulties can be 
diagnosed and appropriate guidance given. The progress of many 
pupils may be slow and uncertain because of hindering difficulties 
in learning that are frequently unknown to teacher and student. The 
identification of learning difficulties thus becomes a necessary step 
in the process of efficient instruction. This being the case, the princi- 
pal must provide assistance to his teachers in the diagnostic study of 
Students, using school records and test results, and assisting in the 


Observation of students at work. 
Role of Students and Parents in Evaluation. Sims believes that 


14 Willard C. Olson, Child Development. Boston: D. C. Heath & Co., 1949, 
p. 6. 
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students and parents have a role in evaluation as well as teachers 
and principal, because evaluation is as much a part of learning as 
of teaching. This makes evaluation a co-operative enterprise. 


Participation in identifying the learnings to be sought aids in the clari- 
fication of the pupil's own purposes; having a part in planning the means 
of determining success requires that he translate his purposes into ob- 
servable changes in behavior; sharing in collecting and intepreting evi- 
dence of learning has the added advantage that it contributes to the kind 
of rapport that is so essential for good learning situations. The teacher 
who develops with his students a good rating scale for judging some skill, 
in effect, places a copy of his "final examination" in the hands of those stu- 
dents long before examination day. They can see the essential qualities 
Which make up the skill and can judge themselves throughout the course 


of learning; they will know and accept the bases upon which their teacher 
proposes to judge them.15 


The parent too is an important member of the team seeking to 
provide values for pupils through the school. It is in the home where 
the real test of progress is revealed. If desirable changes in behavior 
have resulted from the interaction of child and school, the changes 
will be manifested in the behavior of the child at home. However, 
the environment of the home may incite a different response on the 
part of the child from the environment of the school. A conflict in 
the process of habit formation may therefore result which is a deter- 
rent to desirable behavioral change. The best values in education 
will be received and the most progress will be made for the child 


whose home co-operates closely with the school. On this point Sims 
declares: 


As parents and others come to realize that the teacher's evaluations are 
made for the purpose of helping the child learn, we can expect that they 
will play a larger and larger role in the process. The truth is, of course, to 


date most of our so-called evaluation has not been done for the purpose 
of helping pupils.!6 


SELECTED REFERENCES 


Alexander, A. M., "Teacher Judgment of Pupil Intelligence and Achieve- 


ment Is Not Enough." The Elementary School Z J III (March 
105) de die £ y Journal, Vol. LIII ( 


75 V. H. Sims, “Evaluating Progress Toward the Satisfaction of Needs," 
Adapting the Secondary-School Program to the Needs of Youth: Part I, Fifty- 
second Yearbook of the National Society for the Study of Education. Chicago: 
University of Chicago Press, 1953, p- 269. 

16 Ibid. p.271. 


EVALUATING STUDENT PROGRESS 219 


Association for Supervision and Curriculum Development. *How Evalu- 
ate?" Educational Leadership, Vol. VIII (November 1950). 

Bolmeier, E. C., "Principles Pertaining to Marking and Reporting Pupil 
Progress," The School Review, Vol. LIX (January 1951), 15-24. 

Bowman, Lillie Lewin, “Self-Evaluation at the Tenth Grade Level,” Cali- 
fornia Journal of Educational Research, Vol. I (January 1950), 15-19. 

California State Department of Education, Evaluating Pupil Progress 
(Bulletin), Vol. XVI, No. 6, 1952. 

Crow, Lester D., "Achievement Tests and the New Education," Educa- 
tional Forum, Vol. XVII (March 1953), 318-323. 

De Pencier, Ida B., "Trends in Reporting Pupil Progress in the Elementary 
Grades, 1938-49," The Elementary School Journal, Vol. LI (May 1951), 
519-523. 

Diederich, Paul B., *Design for a Comprehensive Evaluation Program," 
The School Review, Vol. LVIII (April 1950), 225-232. 

Dolch, E. W., *Make a Reading Grade Table," The Elementary School 
Journal, Vol. LIII (December 1952), 218-220. 

Fisher, Bernard, “A Psychologist’s Evaluation of Teachers’ Reports and 
Suggestions for Their Improvement,” Educational Administration and 
Supervision, Vol. XXXVIII (March 1952), 175-179. 

Frederick, Leo, “Teacher Evaluation of Pupil Learning,” Bulletin 174 
(December 1950), National Association of Secondary-School Principals, 
pp. 260-269. 

Goodlad, John I. “Research and Theory Regarding Promotion and Non- 
Promotion,” Elementary School Journal, Vol. LIII (November 1952), 
150-155. 

Heffernan, Helen, and others, “The Organization of the Elementary School 
and the Development of a Healthy Personality,” California Journal of 
Elementary Education, Vol. XX (February 1952), 129-153. 

Jones, Daisy Marvel, “How Shall Children Be Grouped and Promoted?” 
Childhood Education, Vol. XXIV (January 1948), 232-235. 

Le Baron, Walter A., “What Shall We Tell Parents,” The Elementary 
School Journal, Vol. LI (February 1951), 322-326. 

Le Fever, D. Welty, “The Teacher's Role in Evaluating Pupil Achieve- 
ment.” Education, Vol. LXXI (December 1950), 203-209. 

Long, Helen H., and Ramseyer, John A., "Effective Ways of Measuring, 
Recording, and Reporting Pupil Progress," Bulletin (March 1951), Na- 
tional Association of Secondary-School Principals, Vol. XXXV, 120-130. 

Morris, Lucille, "Evaluating and Reporting Pupil Progress," Elementary 
School Journal, Vol. LIII (November 1952), 144—149. 

Odell, C. W., “Marking Pupils,” The High School Journal, Vol. XXXIII 


(January-February 1950), 13-16. 


220 EVALUATING STUDENT PROGRESS 


Shaw, Harold, *Promotion Practices Follow Sound Psvchological Prin- 
ciples," Nation's Schools, Vol. XLIX (June 1952), 59-60. 

Sims, Verner M., "Evaluating Progress Toward the Satisfaction of Needs," 
Adapting the Secondary-School Program to the Needs of Youth: Part I, 
Fifty-Second Yearbook of the National Society for the Study of Edu- 
cation. Chicago: University of Chicago Press, 1953, 251-273. 

Tyler, Ralph W., “Translating Youth Needs Into Teaching Goals,” Ibid., 
pp. 215-219. 

Wentland, C. R., “Individual Differences and School Promotion." The 
Elementary School Journal, Vol. LII (October 1951), 91-95. 


Wrightstone, J. Wayne, “Trends in Evaluation,” Educational Leadership, 
Vol. VIII (November 1950), 91-95, 


II. 
OTHER NEEDS OF YOUTH 


HEALTH IN SCHOOLS 

Good health is an important asset of every citizen. Yet in this re- 
spect both adult and school populations are frequently lacking, The 
annual loss in wages, not to mention the human suffering, from 
physical illness is enormous. The loss resulting from mental illness 
can scarcely be measured. Then, too, the evidence shows that, as 
the nation becomes more highly industrialized and the population 
more largely urban, the tensions under which people live increase, 
Adequate release from tensions and positive methods of promoting 
both good physical and mental health are important. For many years 
health has been a fundamental consideration of those concerned in 
the general development of pupils, yet many principals have neg- 


lected this matter. 
Physical Health. In colonial times physical health was assumed to 


be an individual matter with which the schools had no concern. As 
the need for voluntary activities grew, it became customary at the 
secondary level to introduce the formal gymnastics that had been 
developed in European countries. Even though modifications were 
introduced, the systems were formalized and tended to be milita- 
ristic. They failed to develop individual skills or recreatory habits, 
Somewhat later the plan to base the system of physical education on 
Sports was developed and it has become the dominant note in the 
physical education program in American schools. The aim is to teach 
Sports which have a carryover value in later life and to develop skills 
‘to the point where they provide recreational outlets for leisure time, 


young people, particularly adolescent boys, is such that games re- 
quiring group participation, such as football, basketball, and others, 
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rather than individual performance, are desired. Even though these 
games have little carryover value, they deserve a place in the physi- 
cal education program because they fill an important need in the 
lives of students. When the necessary skills have been taught to the 
point at which they may be used in games, they are utilized in the 
intramural program which grows out of, or is a logical extension of, 
the program of physical education. As was indicated in another 
chapter, the interscholastic sports program is the apex of the physi- 
cal education, intramural sports, and interscholastic programs, a J- 
though the first two in no sense exist to enable the interscholastic 
program to prosper. 

In elementary schools progressive principals have introduced 
physical education programs based principally on sports, in prefer- 
ence to the haphazard or unplanned games which characterized the 
programs of an earlier day. 

Such matters as posture, personal hygiene, and health needs should 
not be overlooked. Many systems have planned programs of health 
and physical education from kindergarten through twelfth grade in 
order that the course in physical education may receive the attention 
it merits. 

Scope of the Physical Education Program. From what has been 
said it is obviously a mistake to consider the program of physical 
education only a means of promoting good physical health, impor- 
tant as that objective is. The physical education program alone can- 
not be expected to promote good physical health. The scope of this 
program is so broad that it includes the (1) physical, (2) mental, and 
(3) recreational needs of pupils. 

Physical Well-Being. Skills which become health habits are needed 
in promoting regular and wholesome recreation, In addition, in- 
formation must be furnished about physical welfare. The growing 
child should know how his body functions and develops and how 
he may best promote his growth. In teaching basic health concepts 
the teachers of physical education have been less efficient than in 
developing skills. There are good reasons why such instruction 
should be delegated to other members of the staff, since the size 9 
the classes in physical education and the character of the space 
provided are not ideal for teaching. However, the principal has à 
responsibility to see that health information is provided. 

Health Education. From humble beginnings restricted to sanita- 
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tion and the control of communicable disease, the program has grown 
to include (1) Health Education, (2) Health Services, and (3) Health- 
ful School Living. Health education is defined as “the process of 
providing learning experiences for the purpose of influencing knowl- 
edges, attitudes, and conduct relating to individual and group 


health." 

School health services are established to (1) appraise the health 
status of students, (2) counsel with boys and girls and their parents 
concerning the findings of the health appraisal, (3) encourage the 
correction of remediable defects, (4) help plan for the education of 
handicapped children, (5) help prevent and control disease, and (6) 
provide emergency care for the sick and injured. 

Healthful school living designates those activities related to the 
provision of a safe, sanitary, and attractive environment and a pro- 
gram that is conducive to normal growth and development. 

In some schools the instruction concerning bodily development 
is delegated to the teacher of required courses in biology or science. 
But too frequently instruction furnished in science is only physical 
science; or, if biological science is included, it tends to be formal 
instruction of the structure of plants and animals, with no relation 
to human development. In other schools the instructor in home 
economics furnishes some information. Not infrequently instruction 
in the social sciences gives knowledge on public health and related 
topics. It is the responsibility of the principal to ascertain that health 
concepts become the heritage of every child who passes through the 
local school. 

Writings in the field of health education offer many pertinent ideas 
that can be utilized in setting up an instructional program. The impor- 
tant issue is that the need for a course of study be recognized and 
that all members of the faculty know what their responsibilities are 
in connection with it. A committee of teachers may be formed to 
plan the course and to discover where overlapping and duplication 
exist in the current course offerings. Any one of a group of teachers 
may take the lead in such an undertaking; however, if the physical 


1 National Education Association, National Association of Secondary-School 
Principals, Administration of the Health, Physical Education and Recreation 


Program in Secondary Schools, Bulletin 195 (May 1953), Ch. 1, pp. 1-2. 
2 Op. cit., p. 1. 3 Ibid. 4 Ibid. 
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education teachers are interested, the principal may delegate to 
them the responsibility of leadership. 

The Administration of the Health and Physical Education Pro- 
gram. It is generally the policy to separate the sexes for their experi- 
ences and activities in physical education in the fourth grade and 
above. The program then aims to satisfy the needs and abilities of 
each sex. Recently emphasis has been given to coeducational activi- 

„ties in physical education. Swimming, table tennis, and badminton, 
to mention only a few, are entirely satisfactory for mixed groups. 
One value of such activity is that it prepares in school for leisure 
time activity outside the regular day. 

Classification for Physical Activities. Classification is usually based 
on grade placement, which tends to group students somewhat ac- 
cording to size and weight, since a positive correlation usually exists 
between age, weight, and height. Another basis of classification is 
Skill or ability. In the opinion of many teachers of physical educa- 
tion, skill or ability as a basis is ideal since it makes for equal com- 
petition. However, this basis necessitates building the school pro- 
gram around instruction in physical education, and most principals 
are unwilling to do this, Probably a satisfactory compromise is to 
arrange boys and girls for class instruction by age groups and to 
arrange teams for the intramural sports by skill or ability. Such 
arrangement may be by height and weight, age, or skill demon- 
strated through tests. At the present time an "exponent" system i$ 
favorably regarded by some instructors. The exponent for each boy 
is derived by giving a certain value to height, weight, and age, and 
combining the values. Boys are formed into teams so that those com- 
peting are equal in €xponents, or nearly so. 

Time Allotment. Despite the fact that there is little objective 
evidence of the optimum time allotment for physical education, pro- 
gressive principals and leaders in physical education generally favor 
a daily period of approximately one hour. The emphasis given by 
the armed services during World War II to the matter of physical 
fitness captured the attention of the general public to the extent that 
legislation requiring daily participation in physical education pro- 
grams has been enacted in certain states. Lack of facilities and 
trained personnel has created a major problem in developing de- 
sirable programs in this area of the school's offering. It has been 
necessary, in many communities, for boys and girls to alternate in 
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using facilities. The school of the future will probably offer a daily 
period for physical education of one hour's length, and buildings 
and grounds will be planned to provide facilities to meet the re- 
quired time allotments. 

Space Requirements. Classes in physical education frequently 
number 60 students, although most leaders prefer from 35 to 45. In 
a class with 60 students it is difficult, if not impossible, to give indi- 
vidual help in teaching the skills which make recreation a pleasure. 
The condition is due to lack of instructional staff and to the size of 
gymnasiums, which were built largely to accommodate interscholas- 
tic basketball games.* 

The space requirement for an adequate program of physical edu- 
cation and sports is considerable. Both indoor and outdoor space is 
required in northern climates. Outdoor space seems particularly dif- 
ficult to secure in urban communities. However, when principals 
have an opportunity to plan buildings and are able to secure sites of 
ten or twenty acres, it will be possible to have adequate outdoor 
space for instruction and for intramural sports. It is difficult to say 
just what facilities are required for indoor activities because there 
are conflicting legislative variations in cost allowed and type of 
equipment furnished. The number of gymnasiums needed is condi- 
tioned by the enrollment of the school and the size of the physical 
education classes. In medium-sized schools two gymnasiums, one 
for boys and one for girls, are required. In small schools a gym- 
nasium that may be divided by a curtain or sliding doors will serve. 

Role of School Physician. The educational program of the modern 
School is such that it is very difficult, if not impossible, to operate 
without some service from a physician. Securing adequate medical 
Service in a school not employing a physician is a problem worthy of 
the serious consideration of any school principal. 

In schools which do not have sufficient routine examinations and 
first-aid work to require the full time of a physician, it may be pos- 
sible to secure part-time service. In schools with sufficient budget 
appropriations it is desirable to employ a full-time physician and 
utilize some of his time in research work on the prevention of con- 
tagion, the development of health instructional materials, or the 


5 For standards in physical education see Administration of the Health, Physi- 
cal Education, and Recreation Program in Secondary Schools, op. cit., pp. 1-136. 
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physical development of children. There is urgent need for such 
research. 

The school physician, or the nurse, should serve as a consultant 
to any committee considering the development of health for stu- 
dents. The physician is in a strategic position to inform the teachers 
of any individual's condition, such as malnutrition, on the basis of 
ais examinations, and to suggest pertinent remedial measures. 

Periodic Examinations. The school physician should make an 
annual physical examination of every child. The result of the ex- 
amination should be reported to the parents when remedial meas- 
ures are required. If the parents are financially unable to provide the 
necessary medical or dental service, the principal must take steps to 
secure remedial treatment through the welfare groups in the com- 
munity or through public clinics. In smaller schools the principal 
may handle these matters himself; in larger schools he may delegate 
them to members of his staff. 

Use of Examination Results. The examination by the physician has 
other uses than those mentioned. On the basis of the physical ex- 
amination the physician may recommend that a student be given 
a regular program of physical education or a modified program if 
his physical condition requires less activity. In most cases the physi- 
cian probably will not prescribe the exact nature of the activities in 
which the boy or girl may engage, but he may suggest such things 
as rest, avoidance of fatigue, body-building exercises, and the like. 
In other cases his suggestions may be of a specific nature; for ex 
ample, he may request that a student suffering from a condition 
irritated by contact with water be excused from swimming. Other 
pupils may be directed to refrain fror 
cases it may be necessary for the phy: 
pursue a scholastic program for a p 
remainder of the day resting. 


When it is necessary to modify a student's schoo] program because 
of his physical condition, it is highly desirable that the principal en 
the adviser hold a conference with parents to explain the recom 
mendations and to enlist their co-operation in carrying out the physi- 
cian's advice, 
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the adviser's files, and in the physician’s office. Such records often re- 
veal why children are not progressing satisfactorily in their work. If 
the reports are filed for each boy and girl, together with other per- 
tinent materials, the basis for an adequate case study of each indi- 
vidual is available when needed. 

Certain physical defects, such as poor hearing and poor eyesight, 
should be reported on a special form in order that the principal may 
have the information passed on regularly and in routine fashion to 
all teachers concerned. 

Whenever serious learning problems arise, or whenever a student’s 
behavior becomes unusual for a period of time, it should be a matter 
of regular administrative procedure; the teacher should refer the 
pupil to the counselor or to the principal who in turn will send the 
pupil to the school physician or nurse for a physical examination to 
determine whether any physical basis for the learning difficulty or 
unusual behavior exists. 

Prevention of Contagion. The physician also has an important 
part in the control and prevention of contagion. Since he cannot 
personally examine all children daily, he must instruct the classroom 
teachers to observe signs of illness or contagious disease and to 
send children who exhibit such signs to his office. In addition, he 
may regularly examine children who have been exposed to a con- 
tagious disease in order to observe the first signs of illness and thus 
exclude them before they may infect others. 

In schools having physicians or nurses, it is good policy to require 
children who have been absent because of illness to report to the 
office of the physician or nurse for examination before readmission 
to school. In so far as such a policy helps to protect the school from 
epidemics, it not only promotes good individual health but also sup- 
ports the instructional program. 

First Aid. Accidents, mostly of minor character, occur frequently 
in every school in the corridors and classrooms, but more especially 
during physical education activities and in intramural sports. Such 
accidents should be reported to the physician for first-aid treatment. 
It is good policy to report to the home by telephone or by letter if the 
Case is serious enough to warrant such notice. In the latter case the 
physician probably should personally deliver the child to the home 
and advise that the family physician be called or that medical serv- 
ice be summoned from a clinic. It is advisable that the principal re- 
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ceive a report of all accidents so that a record may be on file in case 
of complaint. In cases of serious injury, or in case of negligence on 
the part of any school employee, the principal should make an im- 
mediate report to the superintendent or to the proper administra- 
tive officer. 1 

In most schools the physician merely administers first aid or noti- 
fies the home of needed remedial measures, rather than prescribing 
treatment or performing surgery. 

Mental Health. Mental health is now recognized as being equally 
as important as physical health. Those responsible for providing 
adequate physical education programs have tended to stress the 
mental health value of vigorous sports and recreation. The ac- 
tivities program may also be considered vital in providing rich and 
satisfying experience for pupils. Taking the leadership in develop- 
ing the program in harmony with basic mental health principles rests 
with the school principal. He can do this by providing curriculum 
materials in mental health, by fostering friendly relationships be- 
tween all staff personnel and students, and by providing for other 
experiences which promote good mental health. 

One aid to mental health is the sympathetic and understanding 
counselor to whom the student may tell his difficulties, either per- 
sonal or scholastic, and from whom the youth may receive counsel 
regarding his problems. School principals should also make it pos- 
sible for students who have left the school to return to the principa 
or the teachers for friendly advice on personal or vocational prob- 
lems. Most youths do not do so at the present time because generally 
it has never occurred to them that such a course would be proper. 

Some boys and girls are so badly adjusted that they need the pro- 
fessional services of a psychiatrist to enable them to work out their 
conflicting emotional and mental strains. Such service, if it is pro 
vided at all, is usually considered part of the guidance program. Al- 
though it is needed by only a small percentage of students, it is often 
essential. In schools that cannot afford psychiatric service (nearly all 
schools outside large urban centers), it is incumbent on the prin- 
cipal to seek such service in individual cases through the state de- 
partment of education or through other public agencies. 

Some schools have met this problem, as has been stated before, PY 
providing a school psychologist who assists maladjusted pupils. In 
certain of these cases the psychologist identifies and refers those PU“ 
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pils who need psychiatric treatment to a psychiatrist. The psycholo- 
gist fosters good mental health in the school by constantly focusing 
the thinking of the school staff upon the mental health needs of the 
deviate and by providing appropriate measures to be followed in 
the therapeutic treatment of these pupils. 

Sex Education. The health program must necessarily include guid- 
ance and instruction with respect to sex if the needs of adolescents 
are to be met. Today many young people grow up with unsound 
attitudes about sex and false ideas concerning their obligations as 
members of families and of society. At present there seem to be sev- 
eral approaches to the problem. Some principals have delegated the 
responsibility to the teachers of science; others have utilized the 
school physician, the dean of girls or boys, the school psychologists, 
or teachers of physical education. An effective program in sex edu- 
cation depends upon the vision and leadership of the principal. He 
must recognize that persons who are to provide this instruction must 
receive special training for that purpose; and he must be sure that 
they are capable of fostering wholesome attitudes on the part of the 
pupils for understanding sex. The principal should encourage teach- 
ers to attend workshops for the purpose of developing materials and 
techniques in sex education. In the educational field there are now 
excellent materials for providing an effective program in this area. 

The School Cafeteria. Closely related to the health problem is the 
proper administration of the cafeteria relative to the needs of stu- 
dents. The school cafeteria is the outgrowth of the early attempts 
to provide food for indigent and hungry children at very low cost. 
According to Bryan, the first instance of supplying school children 
with food was the program of the Children's Aid Society in New 
York City in 1853.8 She credits the beginning of the school-lunch 
movement to the Boston School Committee under the leadership of 
Ellen H. Richards in 1894.* Usually free or low-cost lunches were 
furnished only to elementary school children because the economic 
selection of the high school prevented most of the indigents from 
entering the secondary schools. 

From such meager beginnings the school cafeteria has grown tre- 
mendously. In 1931 it was estimated that there were approximately 


9 M. deG. Bryan, The School Cafeteria. New York: F. S. Crofts and Co., 1936, 
PS . 
? Ibid., p. 4. 
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64,500 cafeterias, and that today there are probably more than 200,- 
000 serving either full meals or hot dishes. In many schools the cafe- 
teria, instead of supplementing the lunch brought from home, often 
supplants it, particularly in urban areas. With the latter trend has 
come the realization of the school's obligation to integrate knowl- 
edge of proper food value gained in the classroom with practice in 
the lunch room. 

In order to provide balanced, appetizing meals at low cost, and 
to participate in the federal subsidy, many schools have inaugurated 
plate lunches or "specials" which are usually the *best buys" for pu- 
pils. Such a policy has much to commend it. However, it requires 
that the manager know the religious or racial food customs of the 
students, else it will fail in its purpose. A number of schools have 
provided instruction in choosing balanced lunches with good suc- 
cess. Such instruction needs to be supplemented by observation to 
determine how well pupils are applying their knowledge in the 
cafeteria. 

Lunch for Indigents. In nearly all public schools students will be 
found who do not have sufficient food. It is the duty of the princi- 
pal to make provision for these unfortunate children. In some in- 
stances he may be able to secure financial aid from the board of 
education. But usually he must, as conscientious principals have 
done for many decades, secure funds in the community or through 
the parent-teacher. organization. The principal who knows his com- 
munity will know other sources of contribution or philanthropic in- 
dividuals who will support a modest program. For example, ina 
midwestern community noted for meat packing, the manufacturer 
of well-known products furnished all the soup which indigent chil- 
dren required. In many schools free milk for undernourished an 
indigent children is furnished through community agencies. 

Not only does the provision of lunches in school care for the physt 
cal well-being of indigent children, but it is a logical part of the 
community service which the school, through the principal or his 
— deputy, the visiting teacher, may be expected to provide: 

y Education. Industry has demonstrated that instruction !? 
safety pays returns both in comfort and in money. Many schools, 
Pata fae dci what can be done with safety instructio? 

r in the shops, on the playground, in the gym 
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nasium, and on the way to and from schools. Direct instruction 
must be given in the shops and laboratories on safe methods of 
handling dangerous materials and equipment. Signs which indicate 
what safety measures pupils are expected to observe will also prove 
useful. Careful planning of experiences and instruction will prevent 
many accidents on the playground and in the gymnasium. It is evi- 
dent that well-trained, competent teachers and adequate equipment 
will do much to solve the problem of preventing accidents in this 
area. The classification of pupils by weight and age for intramural 
sports will not only increase interest but tend to decrease accidents 
as well. 

Principals have become increasingly conscious of their responsi- 
bilities for safe conduct on the way to and from school and in the 
home. For example, in the city of Chicago, it has been determined 
that the rate of fatal accidents to school children has remained sta- 
tionary since the inauguration of the school patrol and safety in- 
struction for children, yet the fatalities to adults have increased 
rapidly. While school boards are generally free from liability in case 
of an accident, principals or superintendents might well be found 
guilty of negligence in the operation of a school patrol. Principals 
who organize or maintain school patrols should familiarize them- 
selves with the law of the state relative to their liability in case of 
accidents.!? p 

Safe Driving. The addition of safe-driving courses to the second- 
ary school program came about, in part, as a result of the activities 
of certain pressure groups. However, it has become evident that 
society must accept responsibility for reducing accidents incident 
to automotive traffic. The annual waste in human life demands that 
an intelligent effort be made to reduce highway hazards. There can 
be little doubt that the schools can teach safe driving and better 
attitudes and habits for pedestrians, and that probably no other 


agency can perform this duty so effectively. 


8E «amples of safety programs, see F. L. Bacon and E. S. Leach, “De- 
e che ced Plan” Safety Education, Vol. XIX (April 1940), 344-346, 
880-381; and Safety Education, Eighteenth Yearbook of the American Associa- 


ti 1 Administrators, 1940. a l 
"ORF celi, "Abos School Patrols? Yes!" The Rotarian, Vol. LXXXIII 


Dece 3), 15, 50-52. . 
poseen: Liability for Safety Patrols,” School Review, Vol. XLVIII 


(February 1940), 84-85. 


232, OTHER NEEDS OF YOUTH 
232 


In those schools that have organized driver-education courses, the 
tendency seems to be that of following one of two plans. In the a 
courses are offered which emphasize developing proper attitud es 
toward driving. Rules of the road are studied, some attention is given 
to the mechanics of automobile operation, and safety is stressed. The 
actual driving procedures are left to the student and his parent. The 
second plan offers a course involving not only the instruction men- 
tioned above, but also practice driving under competent supervision 
sponsored by the school. Thus the student gets both driver educa- 
tion and driver training. Usually, some commercial organization in 
the community is willing to furnish a dual-control car, provided the 
local board of education accepts the financial responsibility for its 
operation. The principal must consider such matters as liability and 
property damage in case of accident. It is important, too, to be fully 
aware of the legal problems peculiar to the state in which such driver 
training is offered. 

It is estimated that over 8,200 high schools gave driver training to 
more than 727,000 students in 1951-52, and in Delaware and North 
Dakota 100 per cent of the high schools offered driver education. : 
Usually the driver training is offered through the department 9 
health and physical education. Studies have shown that school- 
trained drivers in several states have better accident rates than those 


who have not been trained. But they still have a higher accident rate 
than the general driving population.'? 


THE WORK PROGRAM 


Since colonial times it has been a tradition that anyone who did 
not like school, or who was dissatisfied with his station in à settle 
community, could go west and grow up with the country. Many 
thousands did so, and, aided by government subsidy in the form od 
a homestead acquired at no cost or a very nominal one, became pro 
ductive citizens. 

In earlier decades the home was much more important in the 
economy of the community. Until recently most citizens have live 
in nonurban communities. There were chores on the farm, in 
home; or in the family business, be it the corner drugstore or a home 


11 National Association of Secondary-School Princi 
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12 Ibid., p. 19. 
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owned grocery. Everyone received some work experience at home; 
it was, therefore, unnecessary for the school to provide such experi- 
ences. But conditions have changed very greatly during the last 150 
years. The frontier has disappeared while a continent has been con- 
quered. There is now much less opportunity for the youth to find em- 
ployment in industry when he finishes or drops out of school. And so 
youths stay on in school. The tradition of going West and growing 
up with the country ended before the depression of the 1930's, but 
the fact was not generally recognized until that date. 

Young men who went west in 1933 via box car or by “hitchhiking” 
found no more opportunity in the dust bowl than existed in the urban 
slums which they had left. The Federal Government acted to pro- 
vide subsistence in the Civilian Conservation Corps in return for 
socially desirable work in reforestation, soil conservation, and so 
forth. Worth-while work was afforded—and youth responded. Those 
youths who preferred to remain in school rather than enroll in a 
camp were provided for through the National Youth Administration. 

With the advent of World War II, the ensuing scarcity of labor 
brought about many opportunities for youth to secure gainful em- 
ployment, Industry began to make demands upon school officials to 
release pupils for part-time employment. In many cases the youth 
left school altogether because of the attractive wages being paid by 
industry. Many schools sought to co-operate with the war effort by 
allowing students to work part time. In some cases shortened ses- 
sions were provided so that youth might participate in wartime work 
and also continue their educational courses. Many educators saw the 
value of this arrangement, not only for its contribution to the war 
effort, but for the practical experience it offered youth in the working 
world. 

Work Experience as a Part of the Educational Offering. The 
United States Office of Education began a study in 1945 for the pur- 
pose of securing information on the subject of school-and-work pro- 
grams in secondary schools.!? Information was secured from a total 
of 165 school systems in 37 states. Of that number, 133 communities 
had to some extent provided for a program adjustment that released 
Pupils from one or more class periods if they desired to work. Twenty- 


13 C, E. Legg, C. A. Jessen, and M. M. Proffitt, School-and-Work Programs. 
Washington, D.C.: Federal Security Agency and U.S. Department of Labor, 
1947, pp. 2-3. 
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Six communities made no such provisions, and six other cities sub- 
mitted replies with incomplete information. There was little evidence 
that many of these communities had planned a satisfactory super- 
visory program. However, the experience gained in this effort has, 
no doubt, been invaluable in enabling these communities to develop 
a more satisfactory peacetime work program. 

As a part of the study described, administrators were asked to 
state the purposes of the work programs that had been initiated. 
Answers were grouped into five categories as follows: (1) to provide 
labor to meet the wartime situation, (2) to furnish exploratory experi- 
ence in the world of work, (3) to keep youth in school, (4) to provide 
à wholesome outlet for maladjusted students, and (5) to assist in the 
control of conditions outside of school hours. It is interesting to note 
that four out of five of these purposes would serve to support a peace- 
time work program as well. 

Students indicated that their reasons for participating paralleled 
the reasons submitted by administrators. Youth considered it a patri- 
otic duty to contribute to the war effort, and the work offered an op- 
portunity to earn money that would give some degree of economic 
independence or assist in financing a college education. The experi- 
ence offered an opportunity to learn at least one possible field of fu- 
ture employment, and satisfied the desires of those who wished to 
take an active part in the activities of the adult world.14 

One of the problems incident to the work programs initiated by 
secondary schools is that of determining the amount of credit to be 
awarded. In the study made by the Office of Education and reported 
in 1947, it was found that less than one half of the schools reporting 
on the matter of credit actually awarded credit for work experience 
Some of the schools reported credit for certain types of work, but ak 
lowed none when the work being done was considered to have little 
educational value. The most common practice was that of allowinE 
credit for successful Work in any job approved by the school. The 
wen a T vuoi exceed one unit per year. Since most of uo 
highschool, a maximum of o cmt cene upper years of te 
high bdbacl emma Most scho A. F, conin à € nini APA 
made provision for sists iube — wage cbe fei D 
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cerning pupil progress involved such items as attendance and 
promptness, appearance, dependability, attitude, co-operation, and 
getting along with others. 

It should be pointed out that there are opportunities in every com- 
munity to provide youth with work experience. In some cases it may 
involve rendering service to the community for which there is no 
remuneration. However, there are many values to be gained from 
work experience outside of the money to be earned. Park beautifica- 
tion, clean-ups, and volunteer hospital service are some examples of 
the possibilities. In every school there are countless ways in which 
the students may render service in the way of work experience. The 
school of the future may capitalize upon these opportunities. 

The importance of work experience was recognized by the Com- 
mittee on Curriculum Planning and Development, of the National 
Association of Secondary School Principals. In its publication, The 
Imperative Needs of Youth, the need for youth to develop skills and 
attitudes necessary to become intelligent and productive partici- 
pants in economic life was stressed. Supervised work experience as 
well as education for occupations was considered necessary in meet- 
ing this need."® 

Problems for Further Consideration. In developing a satisfactory 
program of work experience for a secondary school, the principal 
must consider some of the problems to be solved. Labor legislation 
and compensation laws for the state must be studied. The attitude of 
organized labor may also be an important matter to consider. Like- 
wise, the full co-operation of industry within the locality must be 
secured. Jobs secured must be of value to the students, and the service 
rendered by youth must be of value to industry. A supervisory pro- 
gram must be initiated for the purpose of rendering service to both 
students and employers, and also of providing a better program of 
evaluation for the work program. The value of the contribution that 
work experience can make to the educational development of the 
youth of the community must be the final criterion in determining 
its future place in the educational pattern. 


15 Ibid., pp. 37—40. : " 
16 R. S. Gilchrist and Edith Gillies, “Imperative Need Number One,” Bulletin, 
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WELFARE IN THE COMMUNITY 


In addition to promoting good physical and mental health and 
utilizing the work program in the school, the principal can foster the 
welfare of pupils through organized community groups. Some of 
these groups are mentioned and discussed briefly in the section 
which follows. 

Social and Benevolent Agencies. These groups include organiza- 
tions such as the Y.M.C.A. and Y.W.C.A., as well as the social cen- 
ters, settlement houses, Community Chest, and welfare organiza- 
tions. The interests of these groups center around the improvement 
of the social, recreational, and cultural programs for youth. Much 
attention is given to the improvement of the status of underprivileged 
young people in the community. The opportunities provided by 
these agencies for the underprivileged represent the kind of activi- 
ties often furnished by the churches in the community. 

If the school is to realize the greatest benefits to the youth in the 
community, it must assume a role of co-ordinating all factors so 
that effort expended can be centered efficiently upon the children 
who most need assistance. During periods of economic stress, un- 
employment is more acute and social problems are multiplied. The 
Schools are in a strategic position to discover children who are 
under-nourished, poorly or improperly clothed, or in obvious need 
of medical care. Through the visiting teacher in some communities, 
the truant officer in others, or through visitation to the homes, the 
schools frequently become aware of acute need before the welfare 
agencies are cognizant of it, Services rendered m 
recting parents to welfare groups ( 
providing carfare), through makin 
of certain cases, to the actual disp 
needy cases. 
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in need of surgery, when properly treated, frequently respond rapidly 
to school situations. Principals and teachers sensitive to children's 
needs will usually find enthusiastic Support in the organized groups 
in the community. This may include free professional service OY 


funds with which needed care Tay be secured at a minimum cost 
through welfare agencies. 
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The religious welfare agencies at times offer the greatest possi- 
bilities of help for children who are members of a particular faith. 
Contacts should be maintained with these agencies as well as with 
the community groups so that the efforts of all agencies may be co- 
ordinated. 

The request to the social agencies for information about a case 
which seems to merit attention may disclose the fact that the family 
is already well known to the relief or social agencies. In such cases 
the agency furnishes the school with a summary of the case, which 
forms an important addition to the permanent school record and 
often explains many educational difficulties in need of diagnosis and 
remedial treatment. 

In many cases the schools have not disseminated information 
about the availability of the services of the board of health and vari- 
ous clinics in the community. This information might well form part 
of the materials of instruction in social science. The level at which 
the instruction could best be given would depend on the community 
and its constituency. 

The Juvenile Court. The juvenile court has adopted a new plan 
in the treatment of children. Instead of dealing with delinquent 
children as criminals, the court acts in a parental capacity. This shift 
in policy necessitates close co-operation between the school and the 
juvenile court. In cities there are generally juvenile courts; in small 
communities and rural areas they are usually lacking. Under the 
best conditions the juvenile court is presided over by a socially 
minded judge who is interested in and qualified to deal with de- 
linquent boys and girls. Hearings are private and informal, facilities 
for adequate physical and mental examinations are maintained, and 
a trained probation staff conversant with the needs of children is pro- 
vided. 

The school along with other agencies is responsible for the pre- 
vention of delinquency. This can be accomplished in large part by 
an adequate guidance system, a staff of teachers increasingly sensi- 
tive to the personal problems of children, a curriculum which is dif- 
ferentiated both in content and method so as to provide for individual 
differences in children, and a rich and varied extracurricular pro- 
gram. Providing recreational facilities after school hours will also 
prove beneficial. Although its work is largely preventive and educa- 
tional, the court must be to a greater extent than the school a disci- 
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plinary and corrective agency. The school's representative can in- 
terpret the child to the court and co-operate with the probation of- 
ficer while the child is under the supervision of the court. In some 
cases, unfortunately, it may be necessary to withhold information 
of a delinquent child's status from a teacher who may not under- 
stand, lest she blame that child for any difficulties or disturbances in 
the classroom, and in effect, nullify the entire remedial or corrective 
program which the court has approved. 

One of the problems which is associated with delinquency and is 
usually a forerunner to it is truancy. By carefully studying suspected 
cases of truancy, incipient delinqueney may be avoided. If parental 
Co-operation cannot be secured, or the school program cannot be ad- 
justed in such fashion as to insure correction, or if the delinquencies 
are persistent, the school principal has an obligation to bring the 
child before the court; here he may learn that society has an agency 
that can compel compliance with its requests. Fortunately, only à 
few children come before the juvenile court—in many school dis- 
tricts less than one per cent—but for these the school must co-operate 
a5 intelligently as possible. 

Youth Groups. A number of organizations in the community enroll 
school youth but are not a part of the school's program. ‘Among 
those may be mentioned the Boy Scouts, Girl Scouts, Campfire Girls, 
and the 4-H Clubs. Frequently these organizations use the school 
as a meeting place for their activities. There is no reason why the 
school principal should serve as scoutmaster unless he has an over- 
powering desire to do so, nor should he attempt to induce the teach- 
ers to do so. But he certainly should co-operate in every way to see 
that the organizations exist or have an opportunity to develop in the 
district served by the school. At the eler c 


mentary school level the Boy 
Scouts and Girl Scouts have been ranked next to the parent-teacher 
organization in usefulness amo 


ng the community agencies which 
co-operate with the school. Many others would agree that active 


Scout troops are just as vital an influence at the junior high school 
level. 


Future Farmers and 4-H Clubs. In rural communities the 4-H 
Clubs frequently form a center of interest that operates throughout 
the calendar year rather than during the school term. At the uppet 
secondary school level, the Future Farmers of Àmenea serves a simi- 
lar purpose for those boys who are enrolled in vocational agriculture. 
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The latter, particularly, has its foundation in the school program, al- 
though both organizations are wholesome influences in both the 
school and the community. In too many rural communities they pro- 
vide the only activities in which young people can engage. 

Y-Teens and Hi-Y Clubs. At the senior high school level the work 
of the Boy Scouts and Girl Scouts is much less appealing to the ma- 
jority of youth than it is at the junior high school or elementary school 
level. In many communities, Hi-Y Clubs, which are affiliated with or 
sponsored by the Y.M.C.A., and Y-Teens organizations offer an 
appeal to a large group of pupils. Since these organizations have af- 
filiations outside the school, they can perhaps be best classified as 
welfare groups rather than as part of the program of activities. Ordi- 
narily, sponsors for Hi-Y and Y-Teens clubs are found among mem- 
bers of the faculty. Frequently, however, the meetings are held 
away from the school or take place in the evening. These organiza- 
tions have been known to develop into powerful influences for good 
both in the community and in the school. The one deterrent that 
may concern the principal is the selective admission which most such 
organizations observe. Whenever members vote admission to a 
group of prospective candidates, and the number who are seeking 
admission is larger than can conveniently be accommodated, the club 
takes on the undesirable characteristics of a fraternity. The solu- 
tion in this case is the establishment of additional sections or chap- 
ters so that all who wish and are qualified may participate. 

Fraternities and Sororities. Fraternities and sororities in secondary 
schools constitute a problem in many communities. In some cases, 
these groups come into existence because the school has failed to 
meet the social needs of its pupils. However, fraternities and sorori- 
ties are generally conceded to be highly undesirable de lopments 
at the high school level. The selective iiature'of the mem ership is 
undemocratic, and the initiation ceremonies are often characterized 
by dangerous practices. The ultimate result of a strong fraternity- 
sorority movement is a divided student body, and these divisions are 
often upon the basis of social levels, or racial and religious distinc- 
tions. Many states have enacted legislation prohibiting these or- 
ganizations in secondary schools. Where such legislation exists, and 
where cases have been placed before the courts, it has been ruled that 
the school is within its rights to take action against those who have 


240 OTHER NEEDS OF YOUTH 


affiliated with these groups.!? Although it may be difficult to eradi- 
cate fraternities and sororities in some communities, the only prac- 
ticable solution is to make the program of activities within the school 
more attractive than that of the secret organizations, and to focus 
the membership of the students and the faculty on the desire for bet- 
ter levels of social behavior. 

Junior Red Cross. Some principals find it valuable to promote 
school membership in the Junior Red Cross. Committees composed 
of a member from each Toom, or representatives from the council, 
may carry on correspondence, attend the regularly scheduled meet- 
ings, and report to their constituencies. How much emphasis is to 
be given to welfare work of this sort must be decided in the light of 
the total program of the school. 

Pupils Acting as City Officers. In a few communities the study of 
community government has been, carried to the point where stu- 
dents in the schools serve as “mayor for an hour” or a day, as police 
chief, or as other civic officers. Such activities may impress a few 
pupils with the responsibilities of elective or appointive office. Most 
of the students, of course, cannot enjoy this experience. In the opinion 
of many principals it is better to make the study of government a 
idents by utilizing the community resources, 
à » Or visits to governmental activities such as a coun- 
cil meeting, a Sewage disposal plant, or the fire department. Cer- 
tainly the problem of appreciating civic responsibilities is instruc- 
i ogram culminates in pretending that 
or an hour, there can be no particular 
rincipal can scarcely hope for any per- 
om the practice in itself, 


care in order that the public-r 
utilized to the fullest extent. 


17 Newton Edwards, The C. t 7 i iversi 
Che Bee E vo Bund the Public Schools, Chicago: University 
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Summer Recreation. In an ever growing number of communities 
it is now the practice to provide supervised play for the recreation of 
children, either through a special department of the city govern- 
ment or through the school. Sometimes school playgrounds are used; 
in other instances the activities are centered in the park system. The 
responsibility of the principal in attempting to secure such services 
when they are not available in the community is clear. Ordinarily, 
the securing of playground supervision is not a particularly difficult 
problem, but it is frequently difficult to secure adequate equipment. 
Recently there has been a tendency in some of the medium-sized 
communities to provide instruction in instrumental groups for such 
members of the school as are interested. Such a development is to be 
welcomed and promoted by school principals as a means of caring 
for the increasing amount of leisure time which both pupils and 
graduates of secondary schools are likely to have in the future. 

The School Camp. The school camp is a comparatively new de- 
velopment in the United States. Many children have had camp ex- 
perience that they have secured through a private agency or a be- 
nevolent organization. It is recognized that certain values accrue 
from camping activities. The school-camp plan has been developed 
in certain areas as an integral part of the public school system, to 
take advantage of these values.'* Children learn from direct experi- 
ence certain facts concerning the outdoor world. Living together 
for twenty-four hours a day with fellow pupils has its compensa- 
tions. Co-operation in the preparation of food and shelter may be re- 
quired in some instances. Work experience, also, may be a part of 
the camp program. The movement is so new that it is difficult to 
recommend a well developed plan of operation. There are at the 
present time, however, some communities which have had several 
years of experience in school-camp development. 

The Michigan Legislature passed. an act in 1945 which enabled 
School districts to purchase, maintain, and equip camps to carry out 
an educational and recreational program. The Superintendent of 
Public Instruction placed camping activities under the jurisdiction 
of an Experimental Division known as the Health, Physical Educa- 
tion, Recreation, School Camping, and Outdoor Education Project. 


18H. B. Masters, “Policies and Procedures of Operating the Community 
School Camps," Bulletin, National Association of Secondary-School Principals, 


Vol. XXXI (May 1947), p. 49. 
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As a result, several schools are now participating in a year-round 
camping program. Groups of pupils generally attend for a two-week 
period. Teacher-training is provided by some of the educational in- 
stitutions in connection with the school camps.!? 

Other states that have expressed an interest in the school-camp 
program by passing enabling legislation are New York and Vir- 
ginia.?? Additional states which have pioneered in camping are Cali- 
fornia, New Jersey, Washington, Florida, and Texas.?! It appears that 
other states rely upon the powers of school boards implied in 
other more general statutes, For example, some states have statutes 
applying to the operation of recreational programs. Under these 
conditions, it appears that legislation which makes provision for ade- 
quate recreation might include camp experience as a part of the 
recreational program. As the school-camp movement gains momen- 
tum, other states are likely to concern themselves with appropriate 
legislation. 

The school principal who contemplates the development of the 
School camp is obligated to investigate the legal status of such an 
activity in his state. He should also recognize that any camping 
project requires considerable advanced planning both from the 
standpoint of providing adequate facilities and also that of securing 
trained personnel for camp activities, Writings in the field of camp- 
ing are becoming more extensive each year. The need for research 
and further experimentation is evident. 

Improvement in the Community. Since the first World War, school 
principals have given increasing attention to promoting civic better- 
ment in the local community. This has taken many forms, one of 
which is participation in planting trees on Arbor Day in an effort to 
beautify both the school grounds and the community, Principals 
have also given helpful co-operation during “cleanup week,” which 
is sponsored in the spring in many communities, In other schools 
the principals have been instrumental in promoting the collection 
of old newspapers, magazines, and books from the citizens as à 


means of helping to clean up the community. Such drives, which are 


19 E. B. Elli e "he Miki 7 ibi 
se eu Elliott and J. W. Smith, *The Michigan Program in Action, ibid., 
20 M. K. Remmlein, "Legal Aspects," ibid., pp. 119-125. 


?1 "Camping Education in the Secondary School," i i 7 
iat a ary School,” B: E al As 
sociation of Secondary-School Principals (May 1953) p- x a 
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most frequent in secondary schools, usually require instruction of 
the students in school. The students in turn inform their parents and 
other citizens, who assemble the materials at a specified time for 
collection by the students. Such a campaign usually requires the dis- 
missal of school for a half day, and needs the services of trucks. The 
material collected is generally sold as waste paper. 

If such a campaign is inaugurated, some provision for the storage 
of waste paper is required. When storage is provided in the school, 
permission must be secured from the fire department of the city, as 
the collection of several tons of paper may well create a fire hazard 
which the community does not wish to assume. Such campaigns usu- 
ally are undertaken to provide financial support for some worth- 
while cause for which funds are not appropriated by the board of 
education. Frequently such methods are employed to help defray 
the cost of operating the program of school activities. In spite of the 
financial gain which is sure to follow such a campaign, and although 
the project has obvious advantages for the community, there is grave 
doubt that the results justify the cost to the educational program. 


EXPANDING ROLE OF SCHOOL IN PROVIDING FOR 
THE NEEDS OF YOUTH 

The school of today must play an ever increasing role in the life of 
the community. The rudimentary school of the past is a far cry from 
its modern counterpart. School organization has expanded vertically 
to meet the needs of society. The kindergarten movement has de- 
veloped to the point where most urban communities now recognize 
it as an integral part of the school system. Many communities also 
provide for nursery schools as a pre-kindergarten experience. This 
development proved of real benefit during WorldAWarlIwhen many 
mothers found it necessary to seek employment in behalf of the war 
effort. Likewise, opportunities have been extended upward to pro- 
vide junior-college experience for youth. This trend is likely to gain 
momentum in the future. 

Schools have been expected to expand to meet the needs of youth 


in other areas than those which may be classified as purely educa- 
tional. It is recognized that satisfactory social development of youth 
is in parta responsibility of the school. With the increased amount of 
time now available to youth in our social order, it is necessary to 
find wholesome opportunities for recreation. This problem has been 
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by expanding the social program of "i 
airs are sponsored, and facilities are pro 
ense to meet social needs. Youth centers 
ave been established in many communi- 


Teacher-training institutio; 
preparing teachers to unders 
ment of curricular and extr: 
the varying needs of young 
likewise be planned t 


gnize the importance of 
tand and to participate in the develop- 
acurricular Programs designed to meet 
people. In-service training programs must 
ir responsibilities in 
as well as for im- 
» it is the responsibility of the principal 
to provide the leadership in ne resources of the school and 
) , and in developing à program 

for their solution, 


social needs 
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PART III 


RESPONSIBILITIES PERTAINING TO 
THE DIRECTION OF PERSONNEL 


12. 


GUIDANCE FUNCTIONS OF THE 
PRINCIPAL 


GUIDANCE AN ORIGINAL RESPONSIBILITY OF 
THE PRINCIPAL 

From the time of the establishment of the principalship in its 
earliest form, the school principal has been expected to assume re- 
sponsibility for the guidance of the students. If a student became a 
management problem to a teacher, it was the duty of the principal 
to give assistance to the teacher in bringing the student into line 
with the purposes of the school; if a student encountered difficulties 
in learning which hindered his progress and baflled his teacher, it 
was also the duty of the principal to do what he could to resolve the 
difficulties for both student and teacher. In addition, many school 
principals guided students in the complex task of choosing suitable 
life work and goals. Thus, from the inception of the school principal- 
ship, teachers, students, and parents have looked to the principal for 
guidance in solving, not only the problems of management and learn- 
ing, but also those of formulating effective life plans and aspirations. 

Early Concepts of Guidance Inadequate. Unfortunately, the func- 
tion of guidance has not always been skil'fully performed or fully 
understood. The principal probably did the best he could to meet 
the situation, but for the most part his basis for assuming the re- 
sponsibility was inadequate. Such knowledge of guidance as he may 
have possessed had been acquired largely from trial and error ex- 
perience. Specialized training for guidance was not available until 
recently, since all that was originally expected of teachers was knowl- 
edge of the subject they taught. Management was acquired through 
personal experience. The teacher who knew the subject matter and 
had acquired the reputation of being able to manage unruly pupils 
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and to pacify angry parents possessed the requisites of = = 
teacher or principal. Such persons became our first principals whe 
local schools increased in enrollment to the point where two or more 
classrooms had to be provided. B 
That these principals did the best they could to discharge their 
responsibilities with respect to student adjustment no one will deny. 
As their accomp'ishments are viewed today in the light of modern 
achievements in guidance, it is realized that guidance at best was car- 
ried on in only the most rudimentary form. Yet the conception that 
guidance is a responsibility of the school principal was just as appar- 
ent in the early stages of the principalship as it is tod. 


ay. The scope 
of the responsibility, 


which has expanded with the extension of the 
duties of the principal and the increasing needs of students for 
guidance services, has been accompanied also by significant changes 
in the nature of guidance responsibilities. 


The ear'y principal was given authority for the admission of stu- 
dents to school. He was held responsible for their cl 
motion, conduct to and from school, general management on the 
School ground, and discipline during school hours in other class- 
rooms than his own when assistance was requested by teachers un- 
der his supervision. While the earliest rules adopted by boards of 


education for the government of the principal stress his disciplinary 
responsibilities for students, 


the implication is clear that the board 
members considered both re 
ance values. Evidently this conception of the responsibility of the 
early principal has been deeply incorporated in the mores of local 
boards of education, for it sti 
and regu'ations adopted fo 
Changing Role of School Demands Guid 


crease in school enrollments and the neces 
children of all the peopl 
phere in which the pr 


assification, pro- 


ance. With t*e rapid in- 
sity for educating all the 
roviding a school atmos- 
idual can be met has be- 

in education that brought 
about techniques for various types of educational measurement has 
on the individual student. 
which has attempted to de- 


que individuals has a'so con- 
tributed to the demand for intelligent 


eg Suidance for all children. 
growth of industry and the effect of complex mechani- 
sary to give consideration to 
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the demands of the working world. If it is the province of the schools 
to prepare for life in the world outside the school, it then becomes 
necessary to supply pertinent information and experiences concern- 
ing the world of work. These and other important conditions have 
made it necessary for the principal to give his attention to the matter 
of preparing the students to make a satisfactory adjustment to the 
world in which they live. 

Definition of Guidance. Few terms in education have been the 
subject of more or greater misconceptions than “guidance.” As used 
by some writers, “guidance” is a very general term virtually synony- 
mous with “education.” It is employed to designate whatever teachers 
or principals may do in the way of assisting students. Others still hold 
the view that guidance is largely a matter of supplying occupational 
information, helping to choose a vocation, and establishing placement 
and follow-up services. 

More recently, such terms as “pupil personnel” and “life adjust- 
ment” have come into common usage. These terms imply a broader 
dance and indicate that such matters as curriculum 
choices, study habits, selection of college, behavior problems, health 
concerns, and social practices are areas for which the modern school 
has real responsibility. Counseling students in these areas is often a 
responsibility which the principal must assign to all or some of the 


meaning for gui 


teachers. 
It is evident, therefore, that the concept of guidance needs some 


clarification. Many years of effort to improve guidance services in the 
public schools have probably increased rather than resolved the con- 
fusion with respect to the precise usage of the term. If progress in 
clearing up the misconceptions is to be made, it is apparent that ad- 
ministrative officers must begin with a careful analytical study of the 
services now being attempted under the head of guidance. 

Guidance should be viewed as those services which the school 
renders to its students in their efforts to become happy, efficient, and 
well-adjusted individuals. This may involve helping them to choose 
wisely between important alternatives, assisting them to understand 
themselves—how they function, also their abilities and limitations, 
counseling them with respect to relationships with parents and fellow 
students, and helping them to achieve mature adjustments to the 
society in which they live. 

It is readily apparent that these services are complex and require 
careful planning to be effective. Some of the aspects of guidance will 
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be assumed by the classroom teachers, while others may be assigned 
to those specially trained for these services, but the obligation to see 
that the school has guidance service is a major responsibility of the 
principal. 
THE NEEDS OF STUDENTS FOR GUIDANCE 

The school which develops an effective guidance program dedi- 
cates itself to a policy of treating the students as individuals. This im- 
plies that all the aspects of a youth’s development must be considered 
—physical, educational, social, emotional, vocational and recrea- 
tional. It is necessary for the principal to recognize that these needs 
may vary from school to school, community to community, and that 
they may change with new educational developments or with 
changes in the social order. The guidance program must be evalu- 


ated from time to time to determine whether these changing needs 
are being met. 


Increased Demand for Second: 
ity of the youth of high-school 
it is inevitable that the needs 
verse. In contrast, high school 


ary Education. Since a large major- 
age are enrolled in secondary schools 
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having had much direct experience with work. Most states have 
adopted labor legislation which makes it difficult for younger children 
to enter the world of work. Further, the complex nature of industrial 
work has resulted in less demand for the services of youth at and 
below the ages of those in the secondary schools. Consequently, many 
youth leave the schools bewildered by the complex industrial proc- 
esses and the economic system which they observe. Their vocational 
needs can be met better through guidance and orientation experi- 
ence. 

The status of children within the family has also been the subject of 
much discussion within recent years. The authoritarian parent is no 
longer accepted as being the ideal. The democratic process assumes 
that the child is a fundamental part of the family circle, and as such 
participates in the making of decisions, preparing the family budget, 
and has some responsibilities for molding his own future. Since many 
parents are unable to offer wise counsel in these aspects of the child’s 
adjustment, it is obvious that the school must play its part in that 
area of his development. 

The assumption of these duties implies that it may be necessary 
for the school to reorganize the curriculum if instruction is to prove 
both vital and realistic. Counseling service must be provided to pro- 
mote adjustment to the complex economic and social changes within 
society. 

The Needs of Adolescents. Within the past few years there has 
been a growing tendency to recognize the vital role which emotions 
play in developing a satisfactory adjustment of the individual. Most 
teachers are able to identify individuals within their classes who 
possess the capacity to achieve, but because of emotional instability 
are unable to make satisfactory progress. The school must take into 
account, also, that most adolescents experience conflicts not only in 
the life of the school but also in the home. One of the most urgent 
needs of adolescents is social acceptance. All youths need to feel that 
they have status and recognition. Providing adequate social.oppor- 
tunities is one phase of guidance activities which cannot be over- 
looked by any school. The school must, in some cases, supplement the 
home if youths are to develop satisfactorily in the growing-up process. 

An adequate guidance program cannot overlook the general educa- 
tional needs of students. The program of studies must be such that 
attention is given pupils with special aptitudes and abilities as well 
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nature of the activity can result in furthering the education of the 
staff relative to better attitudes toward the handicapped child. The 
case conference, of course, is held for the specific purpose of discuss- 
ing, in detail, the problems of a child requiring special diagnosis 
and treatment. Usually the children, who are the concern of these 
conferences, are those whose handicaps are in the nature of some 
kind of emotional disturbance, although other types of handicapped 
children may be the concern of such conferences. 

The conference is usually preceded by a comprehensive case study 
of the child, This is prepared by the school psychologist or director of 
guidance, who generally conducts the conference. Copies of the case 
study should be placed in the hands of the participants one or two 
days before the conference in order that the background of the child 
under consideration may be studied before the conference. If this 
procedure is followed, then the conference time is free for a co-opera- 
tive discussion of the findings. 

In conducting this type of conference, the guidance specialist has 
in mind certain objectives to be achieved if the welfare of the troubled 
child.is to be the paramount concern. If the child’s behavior is of a 
disturbing character, then acceptance of the child is extremely diffi- 
cult for many classroom teachers. One of the objectives of these meet- 
ings would be to achieve better acceptance. As the reasons for the 
child's atypical behavior are discussed by all of the child's teachers 
and other guidance functionaries, the procedure of looking at the 
child's behavior as a form of disability may shift the interpretation 
from the viewpoint of discipline and punishment to that of concern 
for'the suffering and misery of the unfortunate child. This shift from 
condemnation to sympathy results in a new orientation for the 
teacher and thus changes the relationship between teacher and child. 
The relationship is changed from rejection to acceptance. Greater 
effort is made to get through to the child and thus succeed in influenc- 
ing his feeble efforts toward growth. 

The number of times such conferences will be held during a school 
year depends largely upon the amount of time available for such con- 
ferences, Since these are conferences which should be attended by 
classroom teachers they must be held when classes are not in session. 
Some schools have a long noon hour and use this time for such meet- 
ings; others set aside the first hour in the morning. For the most part 
such conferences must be held at the close of the school day. Two 
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such conferences each month would meet the demands of schools 
generally. 

These conferences are being recognized as one of the valuable 
guidance techniques for the promotion of a better mental health en- 
vironment in the classroom. The opportunity for classroom teachers 
and specialists to bring together their special knowledge and skills in 
the solution of the atypical child's needs creates a better understand- 
ing of how to help not only these but all children. For the staff that 
grows in skill in meeting the complex demands of their specific teach- 
ing assignment and responsibilities experiences the kind of satisfac- 
tion essentia] to creative teaching. 

Counseling Students. Counseling constitutes one of the most valu- 
able aspects of the guidance program when it is a process which en- 
courages the student to work out his problems through his own 
efforts. In this approach, the focus is upon the individual and not on 
the problem as such,"4 Thus, the counselor's purpose shifts from ad- 
vice or prescription to that of skillful guidance. He provides a face- 
to-face relationship through which pupils will grow toward maturity 
as manifested in altered attitudes and behavior, 

The nature of this type of counseling is a relationship process in 


harmony with the democratic way of life, The dignity of the individ- 
ual and his innate capabilities for sharin 
tion of his problems mark 


non-critical. It is a means of learning something about the way the 
student looks at his problem or 
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sential changes in the structure and the organization of the school pro- 
gram. Some teaching techniques and counseling techniques may 
differ, thus making it difficult for teacher-counselors to operate ob- 
jectively in a given situation. Insufficient time to counsel is another 
frequent difficulty to overcome. Likewise, too many students to coun- 
sel often results in hurried interviews and ineffective follow-up. Some 
of these barriers to good counseling may be solved through in- 
service training techniques or by specific training for prospective 
teachers. 

An effective counselor usually has such characteristics as intelli- 
gence, patience, and emotional maturity. He does not need to domi- 
nate, nor does he need to have dependent and submissive responses 
from the pupils he counsels. Above all, the counselor must possess 
capacity for continuous growth in his profession as well as an insight 
into his own limitations and strengths. The principal has some re- 
sponsibility for promoting conditions which will foster and develop 
these characteristics on the part of the staff. 

The type of counseling recommended here promotes growth in the 
total personality through the process of developing within the stu- 
dent a sense of confidence in his ability to set up better goals, select 
better methods of solving his problems, and to accept the kind of 
person he is and can become. Thus educational, as well as emotional, 


growth is promoted and healthy adjustment assured. 
ational and Vocational Information. The matter of 


choosing a life's work is of vital importance to all youth. Most normal 
adolescents are aware of this need and are desirous of exploring occu- 
pational possibilities for themselves. This problem is of such impor- 
tance that the school cannot rely upon haphazard methods in provid- 
erning the world of work to youth. Definite 
provision must be made within the school curriculum for the study of 
Occupations and it is imperative that the teachers or counselors direct- 
ing the study have some preparation for it. 

Students in the elementary school are introduced to the general 
field of occupations through general reading and study. However, 
it is not until the close of the eighth grade or the beginning of the 
ninth grade that it becomes feasible to offer systematic study of oc- 
Cupations to fulfill a felt need. Even at that period there are many 
Pupils who feel no necessity for coming to a conclusion relative to 
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past, personnel workers with children and to a much lesser extent 
general disciplinarians and authoritarian administrators, however 
benevolent they may be. Obviously, they must become students of 
child development and of the motives which dominate the mental 
and emotional processes of children. 

Guidance Duties of Elementary School Principals. The elementary 
school principal has specific duties relative to providing a guidance 
program for his school. Among these are: (1) providing leadership in 
creating a school atmosphere which will contribute towards child de- 
velopment; (2) assisting in planning a guidance program which will 
make an effective contribution to the total guidance offering through- 
out the school system; (3) establishing administrative provisions for 
wholesome development through participation in the extracurricu- 
lar activities, such as sports, assembly programs, and civic projects 


in school and community, and fitting the curriculum to the needs of 
individual students; and (4) 


the part of parents in car 


pmental values. It is evi- 
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annual physical examination will be used in fitting the school to the 
needs of the individual pupil. The results of case studies of learning 
problems or emotional maladjustments also indicate ways in which 
the child may be adjusted to co-operate with his abilities. The more 
extended exposition of these techniques, discussed elsewhere in the 
book, may pertinently be read in connection with this section, al- 
though for logical reasons they are treated elsewhere. 

The elementary principal must endeavor to carry forward those 
guidance practices which will conform to the objectives of the school 
system in which he works. He must be cognizant of the problems 
which children meet as they go from grade to grade. The matter of 
adjustment to the secondary division is a concern worthy of study. It 
may be necessary for the teachers to take definite steps in preparing 
the students psychologically and emotionally for the early years of the 
high school. In many cases, it is necessary for the students to move 
from a one-teacher situation to one in the high school where as many 
as five or six teachers may be involved. Transition from one division 
to the other will be made more easily if specific planning has been 
done in preparation for it. 

More and more school systems have recognized the necessity of 
enlisting the active co-operation of parents in maintaining good guid- 
ance practices. Through parent programs and often through the issu- 
ance of explanatory bulletins, parents are apprised of the policies 
and objectives of the schools. In many communities, mothers are ac- 
quainted with the school’s operation through planned meetings which 
have taken place prior to the enrollment of their children. The assist- 
ance of volunteers is often enlisted in carrying out the activities of 
the health department. An informed public is more likely to be a 
friendly and co-operative public. The school has some responsibility 
for maintaining good parent relationships if the full benefit of a 
guidance program is to be achieved. 

Traxler, in discussing the guidance program for elementary schools, 
lists ten essentials: (1) well established purposes of the program; (2) a 
carefully executed testing program; (3) a well organized cumulative 
record system; (4) techniques for appraising personal qualities; (5) a 
program designed to meet the needs of a particular school; (6) a plan 
for enlisting parent support; (7) plans for correction of pupil weak- 
nesses in basic skills; (8) in-service program for teacher education in 
guidance concepts and techniques; (9) recognition of the need for 
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referral to outside agencies, and (10) a plan for follow-up of individ- 
ual pupils? This listing is indicative of the present conception of the 
extent and nature of guidance services in the elementary school. If 
waste is to be avoided in our school systems, the guidance services 
must be in a continuous process of evaluation and improvement. 

It is also important to point out that it is necessary to detect at the 
earliest possible moment such deviations in behavior as may later 
prove detrimental to achieving satisfactory maturity. There seems to 
be adequate proof that problem adults develop from problem chil- _ 
dren. A well conceived guidance program will attempt to discover 
techniques for early diagnosis and treatment of atypical behavior. 
This imposes upon the principal the responsibility for developing in- 


sights, upon the part of his staff concerning any and all forms of child 
behavior. 


EARLY EFFORTS TO PROVIDE GUIDANCE SERVICES 
IN SECONDARY SCHOOLS 


The earliest efforts of secondary school principals to render specific 
guidance services to pupils were (1) to supply current information 
with respect to occupations, (2) to give counsel in the choice of occu- 
pations, (3) to assist individuals in need of employment to secure em- 
ployment, and (4) to carry on periodic follow-up studies with a view 


to serving both the individuals placed and their employers. The justi- 
fication for these services was (1) the strong demand by such employ- 
ers for school services for these young people that would result in 


nto employment, and (2) the fact that 
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fifteen years of age were reported as employed in occupations that 
would accept workers of this age group.* Before guidance programs 
could be Jaunched in more than a few centers, social and economic 
changes in the country at large began to alter the situation which had 
given rise to the demand for vocational guidance. By the end of the 
decade in 1920, marked decreases in the percentages of young people 
gainfully employed were noted. At the end of the next decade in 1930, 
43.4 per cent? of the young people of the age group sixteen to nine-. 
teen were employed, and 4.7 per cent? of the age group ten to fifteen. 
By 1940-41, 78 per cent of the youth were enrolled in high schools." 
By 1950, 76.5 per cent of the youth of high school age were enrolled 
in secondary schools. The steady decline in industry of the number 
of young people of secondary-school age employed in gainful occupa- 
tions has been matched by a steady increase in the enrollment of the 
secondary schools. 

Approximately 75 per cent of the youth of high school age are en- 
rolled in secondary schools. The influx of pupils into the secondary 


school has created problems in guidance far more complicated than 
advice with respect to available opportunities for occu- 
pational employment. Many schools have not been of assistance in 
helping these young people to make satisfactory adjustment. While 
it is true that approximately 80 per cent of youth enter high school, 
about 50 per cent remain to be graduated.? The school must not only 
ascertain the potentialities of many of these young people for employ- 
ment but must effect an organization and develop guidance practices 
which will be successful in providing opportunities to develop the 


potentialities they possess. 
RECENT EFFORTS TO PROVIDE GUIDANCE 
SERVICES IN SECONDARY SCHOOLS 
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of school administrators to build school organizations which contrib- 
ute to the satisfactory development of each individual. In some school 
situations guidance services have been augmented; 
grams have been developed for effective student adj 
still others, matters pertaining to pupil personnel se 
provided. The purpose has 
tention on the development 
a program gives “intelligent 
individual needs,”10 To som 
ance is very general 
education. 


Varied Character of Gui 
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dance Activities. There is little doubt that 
guidance in some form or other (general or specific) is a well-estab- 
lished function in many secondary schools, The activities carried on 
in secondary schools under the head of guidance are extremely 
varied. In some schools guidance activities are d 
into types, such as education 
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varies from locality to locality, there is wide variation in the kinds of 
guidance activities which principals perform. It seems safe to say that 
in the smaller schools the principal is likely to accept responsibility 
for a majority of the guidance duties. In larger schools, the principal 
may delegate most of these duties to other staff members. 

There are some obligations, however, which no principal may dele- 
gate. By virtue of his position as head of the school he must see that 
they are carried out in the interest of establishing and maintaining a 
guidance program whether the school be large or small. These in- 
clude: (1) organizing the guidance program, (2) selection of staff per- 
sonnel for counseling and guidance, (3) establishing techniques for 
obtaining information concerning pupils, (4) developing an in-service 
training program, and (5) evaluating the program. 

Organizing the Program. Much has been said concerning the needs 
of youth in modern society. Most of the country’s youths of high 
school age are in school today, a marked change from the situation 
which prevailed even 25 years ago. ‘The universality of school at- 
tendance, with its diversity of pupil personnel, makes the problem of 
guidance proportionately more complex. Since the school is the sole 
agent which comes in contact with virtually all of the youth, it must 
accept the responsibility for providing the types of services which 
may best meet the varied needs in their growth to satisfactory ma- 
turity. The following are some aspects of the counseling and guidance 
program which must be considered in planning: (1) counseling stu- 
dents with respect to admission to the high school, (2) counseling stu- 
dents regarding the choice of subjects; (3) conferring with students 
relative to participation in extracurricular activities; (4) providing 
guidance with respect to matters of social adjustment; (5) advising on 
matters of conduct; (6) discussing with students matters relating to 
the correction of disabilities; (7) providing occupational information; 
(8) conferring with students concerning the choice of college; (9) 
conducting placement services; and (10) undertaking to render fol- 
low-up services to students. All such matters are important parts of a 
Counseling and guidance program and must be assumed by the prin- 
cipal or other members of the staff. 

Most of these duties will be referred to again later in this or the 
Succeeding chapter. When various members of the staff are involved 
ganization it is important that the entire faculty 


in the guidance or 
with the duties of the various divisions of respon- 


become acquainted 
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ibility. Most schools have found it advisable to simplify Ee 
E T iae a handbook which delineates the various duties an : 
Kee d This procedure would have the added advantage o 
facilitating the orientation of new staff members. f inia 
One aspect pertaining to the organization of a counseling we dg eH 
ance program which is sometimes overlooked is that of ved im 
positive co-operation of parents in certain aspects of the a a : 
program. This may be done in a number of ways such as pend 
parent bulletins, open house meetings, parent workshops, leu 
teacher associations, the school newspaper, school assemblies and the 


like. In some communities, patrons have been utilized in carrying o 
the guidance program. 


The home has a primary stake in the welfare of its youth; therefore, 
Where school administrator: 


s encourage co-operative effort on the 
part of parent and teacher in fostering the child's best development, 


that child profits from the alliance. Thus, the contributions of each 
member of this important team 


provide a better picture of the child's 
true needs. Out of the shared responsibility both parent and teacher 
may gain a better understanding of how to guide the child's progress 
toward satisfactory maturity. 
Selection of Staff Perso: 
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to the counseling process, child development psychology, research 
procedures, and educational and occupational information. 

Counselors, to be effective, should have had a successful teaching 
experience and some work outside their profession. Practical experi- 
ence in the classroom will enable him to have greater insight into 
problems involving instruction and personal adjustment. Likewise, 
the counselor who has had some contact with the world will be in a 
better position to counsel concerning the choice of an occupation, 
getting a job, and working with people. 

Personal qualities of individuals who aspire to positions in guidance 
are important. Individuals who work with others in matters of adjust- 
ment should possess tact, good judgment, high intelligence, and emo- 
tional maturity. Counselors who gain the respect of their students 
and who can inspire them to achieve at a high level are rendering ef- 
fective service to both the school and the community. This would 
dictate that the counselor possess a thorough understanding of young 
people as well as a sound philosophy of the educational process. 

The number of personnel to be selected for a given school system 
will depend upon both the needs and the resources of the community. 
The nature of the guidance organization will be discussed in the fol- 


lowing chapter. . 

Establishing Techniques and Providing Devices for Obtaining In- 
formation Concerning Students. The nature of guidance has been 
discussed at some length. It has as its objective the focusing of atten- 


tion upon the individual student, his strengths, his weaknesses, his 
needs, and his future plans. Teachers and other staff members are ex- 
pected to contribute to the student's welfare by helping him establish 
and attain worthwhile goals. Unfortunately, in most schools, large 
classes, heavy loads, and lack of time make it impossible for teach- 
ers and counselors to know each child individually. There is need, 
therefore. for information which will be of assistance in acquainting 
staff xiembiers with each student. In response to this need most 
schools have established comprehensive records and developed files 
containing pertinent information for all individuals enrolled within 
the school. 

The developmen 
tion concerning stu 
Which requires deliberat 
to such a degree that it is 
to maintain. The most eff 


t and maintenance of a system to provide informa- 
dents for use by staff members is an undertaking 
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ective record system must contain pertinent 
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planning for life’s work. The study of occupations may serve to de- 
velop an interest in making plans for eventual employment. 

Determining the place for the study of occupations is one problem 
which must be resolved for every school. There are various places in 
the curriculum where such material may be placed, such as (1) es- 
tablishing it as a unit in an English or social studies course, (2) offer- 
ing it as a short course in itself, and (3) incorporating it in a part of an 
orientation course. Such matters as the number of students, the num- 
ber of trained counselors, and similar considerations will determine 
the place it occupies with the curriculum. 

A first step in studying an occupation’s course may consist of 
a self-analysis by the student with teacher guidance. Each student 
may construct a profile for himself in which he may plot percentile 
rank in certain aptitude tests involving reading, English, scholastic 
aptitude and mathematics. A second part of the profile may consist 
of his rating in certain interest tests. For example, The Occupational 
Interest Inventory—Intermediate Series, by Lee and Thorpe, pro 
vides an inventory of occupational interests.5 Administration of the 


test will indicate the type and level of interest in each of six fields: 
personal-social, natural, mechanical, business, the arts, and the sci- 
ences, 


After a student has appraised his capacities and interests he iS 


ready for the second step which involves securing a general knowl- 
edge of the world of work and trends i 


: j n various occupations. This re- 
quires an occupational file as a part of every guidance department for 
reference work. Both government and private firms have published 
considerable material in the field of occupations. The Dictionary of 
Occupational Titles, 


‘itles, 1949, published in three volumes by the US: 
Government Printing Office, and The Classified Index of Occupations 
and Industries, compiled by the U. S. B 


j ureau of the Census, am 
available from the Government Printing Office, are two sources which 
are vital to organizing an occupations library and giving information 
concerning the broad fields of occupation 


s. 
After a study of the broad fields, the 

analysis of an occu 
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tating his study. The outline may contain such items as importance of 
the occupation, duties entailed, qualifications for workers in the field, 
preparation needed, working conditions, and remuneration. These 
are important considerations for those contemplating plans for a life 
work. 

In addition to books, pamphlets, and magazine articles, field ex- 
cursions, and interviews with individuals working in business, indus- 
try, and the professions will reveal pertinent information valuable to 
those investigating specific assignments in the world of work. 

A final step to be recommended in the occupations course is that of 
evaluating the choice of the occupation with the appraisal made as 
described in the first step. The student, after matching his assets and 
interests with the information he has obtained from his intensive in- 
vestigation, may arrive at the conclusion that he is or is not interested 
in pursuing a given occupation. The decision reached will determine 
the next step. If a negative conclusion is reached, the student may 
wish to make a study of another field of work. If the investigation has 
further interested the student in a given occupation, the future educa- 
tional course may be temporarily planned in terms of its require- 
ments. 

Some schools postpone the occupations course until the upper 
levels of the secondary school. Others place it at the beginning 
of the secondary level and introduce it again during the later years. In 
either case, the study may be initiated successfully at a later level 
through the use of standardized instruments involving occupations. 
Examples of such are the Brainard Occupational Preference Inven- 
tory, published in 1945 by the Psychological Corporation, 522 Fifth 
Ave., New York 18, N. Y., The Kuder Preference Record—V ocational, 
published in 1948 by Science Research Associates, 57 W. Grand Av- 
enue, Chicago 10, Illinois, and Strong's V. ocational Interest Blank for 
Men, revision published in 1938 by the Stanford University Press, 
Stanford, California. Strong has developed a similar test for women, 
also published by the Stanford University Press. 

It should be stated at this point that caution must be observed in 
the use of tests in the study of an occupation. Certainly no student 
would be asked to make his choice upon the basis of the results of one 
Or many tests, and parents should be informed that such is the case. 
For the most part, test results are most helpful in serving to stimulate 
Interest and to serve as a source of reference in making the study. In 
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information and be available to, and understood by, the faculty. In 
some communities the development of forms and records has b 
à year's in-service training project for the entire faculty. Some vie 
used for collecting information are: cumulative records, individua 


z : i ; inter: 
folders, objective tests, questionnaires, autobiographies, and int 
views. 


Cumulative Records. 
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hout the school System is recorded upon it. 
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nd place of birth; (2) parents’ name, occupa- 
tion, and telephone number; (3) date of entrance; (4) date of with- 
drawal or graduation; (5) subjects pursued and record of attainment; 
(6) extracurricular activities; (7) health data; (8) personal character- 
istics, such as responsibility and dependability, social adjustment, in- 


fluence among his fellows, and work habits; (9) special interests; and 
(10) educational and vocational plans, 


Many schools now require the presentation of the birth certificate 
before enrollment, This 


plan would permit the recording of accurate 
data from the primary source, Photographs are also sometimes made 
a part of the cumulativ, 


ment, it should be car 
filing. Accuracy and o 
importance. Some sch 
for safe-keeping withi 
the home-room teach 


ucted for permanent 
in recording information is of utmost 
ms have two copies of the record, one 


ult and the other to be maintained by 
er or counselor, 


n the va 


* prepared by the Council 
d use of personnel records 


> p. 28. 


GUIDANCE FUNCTIONS OF THE PRINCIPAL 265 


and the keeping of cumulative record folders in which the test results 
and personal evaluations of persons accepting responsibility for re- 
cording data are kept. 

'The manual also provides instructions for the transfer of a pupil's 
record to another institution or to an employer. The latter is a com- 
paratively new service which should prove helpful to those students 


"who withdraw before graduation to enter gainful employment and to 


those who after graduation do not go on to college. 

Itis becoming generally recognized by guidance workers and coun- 
selors that it is impossible to have an adequate guidance system un- 
less cumulative and comparable test data are collected regularly and 
made available in usable records. 

Individual Folders. The individual folder, in some schools, is used 
instead of the cumulative record. In such cases, the items usually ap- 
pearing upon cumulative records are printed on the inside of the 
folder and kept as the permanent record. Such a system has the ad- 
vantage of serving as a reservoir to store anecdotal records, samples 
of work, teachers comments, etc., during the child's enrolment. Its 
Size usually makes it more difficult to file permanently. Other schools 
use individual folders as a supplement to the cumulative record sys- 
tem for filing materials considered useful in the counseling program. 

Test Data. Information derived from various kinds of standardized 
tests ranks as one of the most valuable sources of data concerning in- 
dividual students. Since such data usually furnish information con- 
cerning achievement, aptitudes, interests, specific strengths and dis- 
abilities, these records must be kept ina form and place readily acces- 
sible to those having guidance responsibilities. In some instances, the 
cumulative record is designed to provide a record of standardized test 
results, When such a plan is used, care must be taken to provide 
sufficient information to permit interpretation of test results. Schools 
that do not utilize cumulative records for such data usually provide 
Specially designed forms for recording test scores. i 

Student Questionnaires. Since the school of today is interested in 
the student's social, emotional, intellectual, and physical growth, it is 
important to have information concerning each individual's develop- 
ment in these areas. One method for obtaining such information is 
the use of a questionnaire. Questions concerning social activities, club 
affiliations, items of interest or worry, health habits, reading interests, 


and family relationships may reveal important areas for concern to 
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the student's counselor. Care should be taken in Wee a aed 
tions so that students do not find the questions objectiona : I pis 
should also be d a the general purposes of the question 
made of it. . 

giri uei cm Another method sometimes used to obtain ine 
formation and insight concerning a given student’s adjustment is 
through a study of his autobiography. If the course of study in Eng 
lish uses the autobiography as a part of class work, arrangements may 
be made to secure them for use in counseling and guidance. If they 
are to be effective, there should be some standardization in the kinds 
of information to be used in writing. The adolescent will sometimes 
reveal points of concern or his hopes and ambitions in such a way às 
to be extremely helpful in counseling him. Care must be taken, how- 


ever, in the use of such information in order that the privacy of the 
student is respected at all times. 
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In planning an in-service training program, the principal must give 
attention to some general principles which have significance for all 
participants. First, there should be staff participation in planning 
the general program. Teachers are often able to make valuable sug- 
gestions for both long-term planning and specific meetings. By 
utilizing his faculty in this manner, the principal obtains excellent 
co-operation in the project. Second, in-service training should be a 
continuous process. Spasmodic attempts to focus attention upon the 
program of guidance are insufficient. A continuous planning and 
evaluation of the program for the purpose of making improvement 
will result in progress. Third, local needs must be considered in 
planning. The amount of professional preparation of the staff is one 
factor which would warrant consideration. Whether the program is 
planned for a staff comparatively new to guidance or for one with 
many years’ experience in conducting a well-planned program of 
pupil personnel is also of major significance. Fourth, the program of 
in-service training should include a variety of types. Presentations 
by outside specialists is one type, while committee reports and panel 
discussions by local staff members is another. Some faculties may 
benefit from dramatic presentations of parent conferences, student 
interviews, and the like. Maintaining variety in the type of meeting 
is one method of sustaining interest among members of the faculty. 
Fifth, some school time should be utilized in in-service programs. 
Staff members are likely to attach more importance to professional 
meetings if some school time is utilized. The practice of holding 
meetings completely outside the school day is likely to prove a 
chore, Teachers are likely to accept meetings outside the school 
hours with better spirit if school time is provided for some meetings. 

Evaluating the Guidance Program. Inherent in the structure and 
purposes of the program should be the means of evaluation. Evalu- 
ation should be considered the keystone to a successful guidance 
program; hence, an integral part of the planning stage. The objec- 
tives which determine the nature and the scope of the guidance pro- 
gram become part of the criteria for measuring its success. These 
Criteria should include such essentials as: (1) student needs, (2) co- 


ff endeavor, (3) continuous process, (4) restatement of 


Operative sta: don 
à ation by specialists outside of 


philosophy of guidance, and (5) evalu 
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ise that such needs are crucial to the well-being of the individual's 
best development. It is mandatory that the nature of needs be clearly 
understood if the guidance process ensures the adequate meeting 
of them. Evaluation of guidance.activities should narrow the gap be- 
tween curriculum offerings and student needs. 

A broad purpose of evaluation should be the stimulation of growth 
on the part of faculty members. To the extent that evaluation. BS 
made a genuinely co-operative process, growth of the staff is facili- 
tated. The sharing of this responsibility creates a climate of trust 
and respect resulting in beneficial security to teachers and indirectly 
to students. Secure teachers contribute significantly to the security 
needs of the students, 
any life situation. It becomes, 
ted and how frequently a pro- 
stated objectives. As was indi- 


periences, 
The complexity of 

tems makes evaluati i ; but also time-consuming: 

Frequently the expansi i 

haphazard fashion r 


GUIDANCE FUNCTIONS OF THE PRINCIPAL 269 


of effort, and too little team work. The improvement of such condi- 
tions may necessitate the use of outside consultants and specialists. 
The objectivity of this procedure makes it easier to accomplish 
needed changes in the guidance program. 


GUIDANCE PROGRAM A CONTINUED RESPONSIBILITY 
OF THE PRINCIPAL 

From what has been set forth up to this point in the discussion of 
the guidance functions of the principal it is clear that principals as 
school functionaries recognize the importance of guidance, that they 
attempt to perform specific guidance duties, but that generally 
speaking they do not regard themselves as being the chief func- 
tionaries in carrying on guidance services. Most principals are in- 
clined to conceive of guidance as a school service in which all must 
participate rather than some individual's responsibility. These prin- 
cipals, however, set up a guidance program that is functional and 
that utilizes their entire school personnel in the carrying out of the 
various guidance services. The nature of the duties of the principal 
in effecting the organization and integration of the guidance pro- 
gram so that all faculty components may participate in the services 
is discussed in the next chapter. 
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PROJECTING A GUIDANCE 
ORGANIZATION 


Since guidance services should begin when a child enters school, 
and continue through graduation, the task of the administrator is 
seen to be very great, if a comprehensive program is to be provided. 
Neglect of guidance service at any stage in the progress of students 
may result in serious complications at a subsequent stage. As a re- 
sult, a pupil may experience maladjustment not only difficult to re- 
solve but also costly to the school system. Because of the hazardous 
effects of neglect, school systems generally are striving to prepare 
all professional personnel for the responsibilities of guidance and to 
set up programs and techniques which provide the various services 
believed to be essential in directing the growth and development 
of school children at all levels of advancement. 

NECESSITY FOR ORGANIZATION 

As the responsible head of the school, the principal exercises an 
important influence both in the performance of guidance duties and 
in providing leadership for other members of the staff who have re- 
Sponsibilities in the guidance program. There are some inherent 
difficulties which the principal often faces in establishing and im- 
Proving a guidance organization. All too often, the “pupil per- 
sonnel,” or guidance, viewpoint has not been emphasized in the 
early professional training of the teachers. An inadequate back- 
ground for understanding such matters as child development and 
the basic needs of adolescents may prove to be real barriers in es- 
tablishing a favorable influence for guidance within a school. 

There are other difficulties, particularly at the secondary level. 
Teachers who have become specialists in subject matter fields may 
find it difficult to give attention to aspects of growth other than aca- 
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demic. All too often, the emphasis has been upon “facts to be learned 
rather than upon wholesome growth not only in skills, but also in at- 
titudes and appreciations. Lack of time, also, sometimes proves to 
be a barrier to the development of good guidance within a school. 
The principal needs to have a broad understanding of what consti- 
tutes an effective organization for guidance and counseling, and 
must also be aware of the necessity for solving some of the common 
difficulties to be overcome if the needs of the youth within his school 
are to receive proper attention. Some of these difficulties may be 
solved by establishing definite responsibilities for the various aspects 


of guidance, and by developing promising techniques for carrying 
out these responsibilities. 


TYPES OF GUIDANCE ORGANIZATIONS 
Various types of guidance organizations have been tried in the 
past, and the success of these organizations has been sufficiently re- 
ported and evaluated to enable principals to project their guidance 
Programs on the basis of tested experience. Large systems have 
planned centralized Services to be extended to the various schools at 
all grade levels. Guidance programs have also been developed for 


smaller systems where few, if any, guidance specialists are available. 
In most Situations, regardle: 


ss of the size of the system, the tendency 
appears to be one of regarding each school as a unit in the planning 
of a guidance program. Thus, there are likely to be considerable 
variations among schools in a large system. The program of any 
given school is ingenious only to the extent that it utilizes, in the 
ilable functionaries in providing the guid- 
the youth within that school. 
ns in City School Systems. Guidance, at the 
y came into use in an organized way in city 


s desiring to leave schools for gainful em- 
ployment created problems, not only for those schools, but also for 


industry as well, The early methods used by the city of St. Louis to 
solve its guidance problems is worthy of note. The first official to 
be appointed to safeguard the interests of children was the truant 
officer, The appointment of such an official was reported in the An- 
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nual Report of the St. Louis Schools for 1905. Enforcement of the 
compulsory education law became his first duty. Shortly after the 
appointment of a truant officer, the position of medical adviser was 
created, His duties consisted of identifying the handicapped chil- 
dren in the system and assisting the superintendent of schools in 
planning for them. A third official known as “Director of Psycho- 
educational Clinic” was appointed. His duties pertained specifically 
to the subnormal pupils of the city school system. By 1924, a director 
of vocational counseling was employed. The principal functions as- 
signed his division were (1) counseling, (2) issuing work certificates 
to students, (3) placement, and (4) industrial investigations. 
While the early efforts of city school systems to solve their stu- 
dent personnel problems are commendable, the service was too 
centralized to meet the needs of all the students. Since principals 
and teachers were untrained for guidance services, the attempt of 
central guidance officers to obtain co-operation in local schools in 
providing counseling was often resisted. The materials prepared for 
occupational instruction through the research work of the central 
office staff were not used. Too often the central office regarded guid- 
ance as a specialized service requiring special training on the part of 
those who undertook to provide it. Consequently, the guidance 
tended to become an external service, sometimes provided on call, 
but more often undertaken at the solicitation of the functionary seek- 
ing to establish the service. The early type of centralized guidance 
probably did not exercise much influence on guidance practices of 
administrative officers and teachers in local schools. Yet, no one can 
deny that for city systems some type of central organization is es- 
sential if the establishment of guidance programs in local schools is 
to be accomplished. Specially trained leadership is fundamental to 


the development of a guidance program in the local school, and spe- 


cial services are required to supplement the efforts of those whose 


skill in guidance techniques is lacking. . 

Most city school systems maintain some organization for the pur- 
pose of providing leadership for the program of counseling and 
guidance throughout the system. The Department of Pupil Person- 
nel maintained for the Milwaukee Public Schools indicates the or- 
ganization for one city school system.” The department bas three 
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demic. All too often, the emphasis has been upon “facts to be learned” 
rather than upon wholesome growth not only in skills, but also in at- 
titudes and appreciations. Lack of time, also, sometimes proves to 
be a barrier to the development of good guidance within a school. 
The principal needs to have a broad understanding of what consti- 
tutes an effective organization for guidance and counseling, and 
must also be aware of the necessity for solving some-of the common 
difficulties to be overcome if the needs of the youth within his school 
are to receive proper attention, Some of these difficulties may be 
solved by establishing definite responsibilities for the various aspects 


of guidance, and by developing promising techniques for carrying 
out these responsibilities, 


TYPES OF GUIDANCE ORGANIZATIONS 
Various types of guidance organizations have been tried in the 
Past, and the success of these organizations has been sufficiently re- 
ported and evaluated to enable principals to project their guidance 
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nual Report of the St. Louis Schools for 1905. Enforcement of the 
compulsory education law became his first duty. Shortly after the 
appointment of a truant officer, the position of medical adviser was 
created. His duties consisted of identifying the handicapped chil- 
dren in the system and assisting the superintendent of schools in 
planning for them. A third official known as “Director of Psycho- 
educational Clinic” was appointed. His duties pertained specifically 
to the subnormal pupils of the city school system. By 1924, a director 
of vocational counseling was employed. The principal functions as- 
signed his division were (1) counseling, (2) issuing work certificates 
to students, (3) placement, and (4) industrial investigations. 

While the early efforts of city school systems to solve their stu- 
dent personnel problems are commendable, the service was too 
centralized to meet the needs of all the students. Since principals 
and teachers were untrained for guidance services, the attempt of 
central guidance officers to obtain co-operation in local schools in 
providing counseling was often resisted. The materials prepared for 
Occupational instruction through the research work of the central 
office staff were not used. Too often the central office regarded guid- 
ance as a specialized service requiring special training on the part of 
those who undertook to provide it. Consequently, the guidance 
tended to become an external service, sometimes provided on call, 
but more often undertaken at the solicitation of the functionary seek- 
ing to establish the service. The early type of centralized guidance 
probably did not exercise much influence on guidance practices of 
administrative officers and teachers in local schools. Yet, no one can 
deny that for city systems some type of central organization is es- 
sential if the establishment of guidance programs in local schools is 
to be accomplished. Specially trained leadership is fundamental to 
the development of a guidance program in the local school, and spe- 
cial services are required to supplement the efforts of those whose 
skill in guidance techniques is lacking. 

Most city school systems maintain some organization for the pur- 
pose of providing leadership for the program of counseling and 
guidance throughout the system. The Department of Pupil Person- 
nel maintained for the Milwaukee Public Schools indicates the or- 
Eanization for one city school system.’ The department has three 
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Guidance in the Individual School. The services nee cu oie 
effective guidance program are those which are necessary to acili 7e 
the growth of all the students to satisfactory maturity. eme x 
those services is one of the major tasks of any school System. u ^ 
ance in city systems and for smaller organizations has been discussed. 
It has been mentioned previous] t 
school. In a school of any size, the 
y to be increased by the spreading of 
ng a great many school saisir ors 
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culty is found in the varied personnel 


ools reporting the various func- 
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» and others (18). While these schools represent 

State, it is no doubt indicative of situations in 
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were reported as follows: eight schools, dean of boys, and one part 
time; nine schools, dean of girls, and two part time; assistant princi- 
pals were reported by twenty schools, and one listed as part time. It 
is also worthy of note that each of the twenty-six schools reported 
the services of a school nurse, generally on a full time basis. The 
services of a doctor were available to twenty-five of the schools as a 
regular or part time service, or as provided by a central office. About 
half of the schools received the benefit of some kind of dental serv- 
ice, 

It would be unwise to recommend the establishment of a standard 
pattern for administering guidance services in a school of any size. 
It may be stated, however, that the kinds of service included in an 
effective pupil personnel program for a school may be pretty well 
defined. Outlining areas of responsibility and establishing techniques 
for the program are important areas for consideration. In the material 
that follows, an attempt will be made to describe appropriate duties 
which might be assigned to various functionaries to be found in a 
ance program. The duties assigned to various 
ent legitimate activities to be considered, and 
h functionaries do not exist, the duties 


counseling and guid 
staff members repres 
in those systems where suc 
would be assumed by other staff members. 
SCHOOL FUNCTIONARIES UTILIZED IN GUIDANCE 

Director of Guidance. The duties of the director of guidance vary 
from school to school. In some cases, the director is expected to pre- 
pare the teachers to do counseling work and to supervise the activi- 
ties, In other instances, the director serves as a special counselor and 
g some direction and much leadership to the 
program. Strang lists several ways in which the guidance specialist 
can help teachers improve their counseling and group work.® They 
are: (1) Assisting teachers with individual cases; (2) Holding case 
conferences; (8) Encouraging teachers to form groups for child study; 
(4) Furnishing occupational and educational information, and ma- 
terial on personal appearance and other aspects of personality de- 
velopment; (5) Assisting teacher-counselors in the use of the informa- 
tion in the cumulative record folders; (6) Conducting in-service 


adviser, thus providin 
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training programs in various aspects and techniques of guidance; 
and (7) Providing the guidance point of view toward administrative, 
instructional, and curriculum problems. In schools h 
rector of guidance, it becomes the res 
assume the duties indicated or to 
the staff. 


Teacher-Counselor. In most schools the organization is such that 
pupils are assigned to a staff member who has as a part of his teach- 
ing assignment some counseling responsibilities, In some schools 
this individual may be known as a homeroom teacher or adviser, Al- 
though such a staff member usually has teaching duties, the counsel- 
ing assignment calls for special training in the guidance field. The 
major functions of the counselor have been prescribed as follows: 
(1) Assisting individuals to make adjustments, and to formulate and 
carry out plans with the use of appraisals, records, and other back- 
ground information; (2) Helping other staff members in understand- 
ing and dealing with individual students; (3) Using guidance in- 
formation and data for the purpose of program planning, evaluation, 
and follow-up. Schools having counselors who spend most of their 
time in perfor ming guid sition to be more effec- 


ni al who carry a full teach- 
g load will n aff members whose spe- 

attention to guidance duties, 

ools, the administr: 


aving no di- 
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ganizations, and co-operating in enterprises fostering the welfare of 
youth; (5) promoting and assisting in the supervision of social affairs 
planned for the youth of the school; (6) co-operating with the place- 
ment bureau and college admissions offices in furnishing evaluations 
of individual students. 

When the dean is a part of the guidance staff, care must be taken 
that various responsibilities are definitely placed, and that com- 
munication is maintained with all the individuals who have the 
right to be informed concerning the status of students being coun- 
seled. 

The Classroom Teacher. The classroom teacher is sometimes over- 
looked in the guidance organization. Strang has pointed out that the 
classroom teacher is most important in meeting the needs of youth 
because of the direct contact with the individual students.!? Other 
contributions are suggested such as guidance through personal re- 
lations, guidance while teaching, group discussion of common prob- 
lems, guidance through the content of each subject, guidance 
through contacts outside of class, co-operation with other members 
of the staff, and referral for other guidance services. Thoughtful at- 
tention to these matters brings into focus the vital importance which 
the teacher plays in the modern concept of guidance. 

The opportunities which the classroom teacher has for guidance 
entail certain responsibilities.” Since the subjects taken by a stu- 
dent has a bearing upon his adjustment to life’s problems, the teacher 
must be able to help in making wise subject choices. Co-operative 
problem solving by a teacher with a class group makes a valuable 
contribution towards understanding and appreciating the group 
process, Other matters such as maintaining a healthy classroom at- 
mosphere, encouraging group work, and maintaining a good example 
of adult maturity are aspects of the teacher’s part in developing and 
promoting a good guidance program. 

Other Guidance Functionaries. Some schools have attempted to 
assist young people in meeting their needs by providing other staff 
members who render specialized professional services to teachers, 
Students, and parents. The needs of the community, the resources, 
and the quality of professional leadership within the school are fac- 
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short, the wise counselor conceives as his main objective the assisting 
of the pupil to arrive at his own decision after having compiled all 
possible evidence. 

The choice of a college may follow logically the study of an occupa- 
tion. Some students know at the time of entering the secondary school 
the college they wish to attend. In such cases, the school and the 
counselor in particular will need to plan the student's program with 
the idea of meeting the entrance requirements for the college of his 
choice. For students who are undecided, systematic consideration is 
needed. The counselor may provide a collection of college catalogs 
and assist the pupil in his choice in the light of all available data. Such 
matters as chosen occupation, distance from home, costs, library fa- 
cilities, size of school, and similar considerations are items which may 
not be overlooked. 

Since most adult males are now required to render some service to 
the nation, schools may need to provide assistance to youth in plan- 
ning for adjustment to a military life. The various branches of the 
indes de ae AE ig which schools may find useful in 
bet de uL e. : Likewise, members of the faculty who have 
Pocsdan d. he AD miy be called upon for assistance. For 

sion, it is sufficient to state that it is a matter 


worthy of consideration in planning for youth and assisting them to 
make satisfactory adjustment. 
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and more sympathetic understanding of his own child's problem. In 
either case, the child is the beneficiary. 

At each conference, definite consideration is given to four areas 
of the child's development: (1) his acceptance of responsibility, (2) 
the social adjustment being made, (3) the influence which he has 
on other students, and (4) the work habits he has acquired. Care is 
taken also to analyze each student's progress in the light of his own 
ability to achieve. The student's physical condition is discussed also 
in relation to its effect on his work. The outcome may be a change in 
the child's program; or reduction in his out-of-school activities more 
in line with his ability to carry the load satisfactorily. Thus the stu- 
dent’s social and emotional adjustment, his participation in extra- 
curricular activities, and his individual development in all classes are 
fully evaluated, and a co-operative plan, based on the student's needs, 
is worked out. 

Attention is likewise given to planning the student's program for 
the ensuing year. Among the factors entering into decisions are these: 
(1) present achievement and likely success in a contemplated sub- 
ject, (2) the degree to which a given subject may meet the interests 
and aspirations of the student, (3) the extent to which the subjects 
under consideration will fit into the pattern of a well-rounded edu- 
cation, and (4) the requirements for college or occupational activity 
after graduation from high school. 

Considerable advanced planning is necessary to prepare for the 
conference. Two weeks before a given date for conferences, the 
faculty members are furnished with a list of students scheduled for 
meetings on that date. Each teacher checks the list for the names of 
students whom she has under her direction in class or in some other 
activity. She then proceeds to arrive at a personal appraisal of the 
students, using the evaluation sheet illustrated in Figure 8. Com- 
ments elaborating the points of the evaluation sheet, or reports on 
Other significant pupil behavior or adjustment, are also included in 
these reports. The appraisals are given to the child’s counselor four 
days before the date of the conference so that there is adequate 
time for studying them. 

By the time of the conference, the counselor will have evaluations 
from four teachers of academic subjects, another from the physical 
education instructor, and one from each of the student's extra-cur- 
ricular sponsors. With this material before her, the counselor then 
Proceeds to make a composite evaluation on a master copy for each 
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scholastic aptitude, and a survey of his general and specific interests 
which may be quite helpful in the consideration of a choice of life 
work. Furthermore, as an aid in noting student growth, the coun- 
selor is able to refer to her record of similar conferences with a given 
student and his parents in previous years. On the basis of all this in- 
formation plus her own reactions to the boy or girl over some time 
and in varying situations, the counselor is able to bring to the con- 
ference a considered judgment on the child's current status and how 
his present needs can best be met. 

Following the conference, the counselor in all cases makes a rec- 
ord of the matters discussed and the decisions reached, to serve as a 
guide in later counseling with the child. In order to promote growth 
in student maturity the counselor will strive, whenever possible, to 
make the child an active participant in the solution of his own prob- 
lems. In not a few cases the conference reveals significant facts, 
knowledge of which is necessary to a child's other teachers if they 
are to do a more effective job of working with him. In other cases, 
decisions are reached in the conference which require the assistance 
of the classroom teacher to carry out. In all such instances and in 
others where something of general significance is revealed, the 
counselor prepared a report of the conference to be routed through 
the child's teachers, the assistant principal, the principal, and the 
respective deans. Care is taken, however, to avoid giving publicity 
to matters of a confidential nature. Through this method, the value 
of the conference extends beyond the three most directly concerned 
(the student, the parent, and the counselor) to all members of the 
Staff associated with the pupil. 

Frequently, the conference also reveals thé need for a meeting of 
the parents with one or another subject teacher of their child. Where 
Such a conference is desired or felt necessary, the counselor will 
assist in arranging such a meeting. It is the opinion of the faculty 
and the administration that this conference plan tends to make pu- 
pils more effective members of society since intelligent planning re- 
Sults in the growth of the student so that he is better able to meet his 


Own problems. 

While it is perhaps unwis 
ing the counselor, the paren 
many of the advantages incide 
Ondary school would accrue a 


e to schedule regular conferences includ- 
t, and the student at the elementary level, 
nt to the plan described for the sec- 
t the elementary level by including 
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only the parent at the conference. As a supplement to the report 
card, this plan would serve to enlist the active participation of the 
parent in making it possible for his child to achieve the goals appro- 
priate to him. By becoming aware of the pupil’s needs in all phases 
of his development, his program as well as that of the school may 
be more intelligently handled. , 

Placement and Follow-up. The school, by virtue of several years 
association with the individual student, is in a unique position to 
help him attain the next step as he proceeds towards his life goal. 
This may involve assisting him to attain employment. In some 
schools, this service is centered in a placement bureau maintained 
specifically for that purpose. . 

In assisting pupils to gain employment, there are several things 
to be done. First, it is necessary to ascertain the needs of the stu- 
dents in the school. This may be accomplished by circulating a ques- 
tionnaire to discover students who desire employment and to evalu- 
ate their skills, aptitudes, and the needs involved in seeking the 
job. Second, it is necessary to establish working relationships with 
commercial enterprises and employment agencies in the locality. The 


placement counselor may find it necessary to arrange meetings with 
various establishments or agencies that employ young people. This 
personal contact is desirable 


because it establishes a relationship 
between the school and the employer, a situation which will prove 
advantageous to students entering the world of work. Third, it may 
be desirable to train student applicants in such matters as interview- 
ing the prospective employer. Unless the student has had some €X 
perience in securing employ 
cant and fail to demonstrat 
school will assist the stude 


Fifth, a record system is a necessa 
a record system will contain (a) 
applicants' file, (c) 
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evaluates his employment and may state his suggestions to the 
school. He may also indicate his desire for further employment if 
his dissatisfaction is such that it necessitates that action. Systematic 
follow-up of all students is a necessary part of the guidance program. 

Assisting students to gain admission to the colleges of their choice 
is also a type of placement. This service, however, is generally not 
rendered by the placement bureau of the school. The assistant prin- 
cipal, a dean or a special counselor may be assigned to “college 
counseling.” Such staff members usually establish relationships with 
various colleges, arrange interviews for students with admissions 
officers representing various colleges, and assist students in making 
proper application. Most schools utilize follow-up procedures in the 
case of college students. Most institutions of higher learning are 
glad to be of assistance to secondary schools and will supply, often 
on their own initiative, the college records of beginning students. 
Through this procedure, the secondary school is assisted in evaluat- 
ing its product, and may discover information which will prove help- 
ful in such areas as guidance, curriculum revision, and the like. 

Some schools have included as a part of the senior social studies 
course a unit designed to assist the student in planning for his ac- 
tivities immediately following graduation. Those desiring employ- 
ment have interviews with the placement counselor to indicate oc- 
cupational choice and secure advice in how to get and hold a job. 
Likewise, those students anticipating college participate in activi- 
ties which will facilitate adjustment there. Studying college catalogs, 
learning to listen to lectures and to take notes are appropriate activi- 
ties for preparation for college. Placing such a unit during the final 
semester of the senior year makes it of vital interest to the young 
people at that level. 

The form in which placement and follow-up is furnished is less 
important than the necessity that the school assume its responsibility 
in providing such service or in co-ordinating those efforts which are 
being made for youth, In this matter, as in all guidance activities, the 
Principal must believe in the service, give it active support, and take 
Some initiative in improving the program when necessary. 

CO-ORDINATING COMMUNITY RESOURCES 

Planning an adequate program for counseling and guiding youth 
isa complicated task. The duties involved in such a program were 
accepted originally by the school administrator. With the acceptance 
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of a new philosophy of education which emphasizes the Meurs 
and all the aspects of his growth process, it has become iiem c 
necessary for the entire professional staff to become interestec M 
and a part of, the guidance and counseling activities. Hece; H 
School principal has found it necessary to carry on a continuous pro 
gram of in-service training for the purpose of preparing the sta 
meet the needs of all. His efforts have been most productive when 
such an undertaking has been a co-operative enterprise. . 
It is not enough to utilize only the school's professional staff in 
improving the educational opportu: 
nity has within its limits individual 
serve in constructive activities for 
groups, service clubs, 
safety commissions, an 
fostering a community 
of young people. Wh 
are not co-ordinated 


its educational pro 
to be appreciated, 
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14. 


MANAGING EXTRACURRICULAR 
ACTIVITIES 


HISTORY OF EXTRACURRICULAR ACTIVITIES 

Although organized extracurricular activities in the American 
public schools are largely the product of the second quarter of the 
twentieth century, there probably never was a time when similar 
activities were not associated with youth and its training. Grizell 
has shown that activities first appeared in the schools of Greece. 
Individual sports, such as running, were common, but little was done 
with team games. The beginning of student government or par. 
ticipation in student affairs, as is now the rule in American schools, 
had its inception in Greece. Management of affairs was entrusted to 
students more frequently than is usually the custom in the United 
States. The English secondary schools have long stressed activities. 
|, Dramatics, forensics, publication, and student government have all 

had some place in the life of early English schools.” 


Although athletics was not particularly important in the early 
football was popular at Exeter as an intra-mural 


scholastic football game is reported as taking 
d Andover. It is clearly evident 


American schools, 
sport. The first inter- 


place in 1878 between Exeter an 
that dramatic and forensic activities were incorporated in some 


American high schools in the early nineteenth century. The first 
dramatic production is credited to the last years of the eighteenth 
century.* 

School Publications Were 
The early manuscript papers conta 


an Outgrowth of the Literary Societies. 
ining school news and literary 
1 Grizell, E. D., "The Evolution of Student Activities," Educational Outlook, 
Vol. I (November 1926), 19-31. 


2 Ibid., p. 20. 3 Ibid., p. 24. 4 Loc. cit. 
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efforts of students were usually read in general assemblies. a 
practice is not uncommon now. When papers are first inaugural - 
the paper may be “read” or “told” when it begins as a class Line | 
The first printed paper, The Student Gazette, a weekly, first appart 
on June 11, 1777. It was published each Wednesday by the € urs 
of the William Penn Charter School of Philadelphia.5 The mos uw 
cessful venture in high school journalism before the Civil War pas 
the High School Thesaurus published by the Worcester, Massac » 
setts, High School beginning in 1859 and continuing monthly un 
1862.5 

Interest in student government—or, as it is now called, pee 
participation in school activities—was considerable in the ird 
American schools, but few details have been published about it. 


Terry has pointed out that some activities of the kind itd 
associated with student government had made their appearan 
before 1850. 


Date of Establishment of A 
curricular activities in t 


the product of the peri 


ctivities. Although organized extra- 
he American secondary schools are largely 
od since 1990, isolated examples have bre 
reported much earlier. Jones, in an investigation of the relations 9 

the extracurricular activities to the curriculum in 969 secondary 
schools which he studied, found some activities were established as 
early as the five-year period, 1870-1874. According to Jones’ data, 
by 1880 two schools had inaugurated football, four held asembli 
two had homerooms, and one each had established track and field, 


ere established relatively early, were the 
assembly, baseball, track and field, basketball, and the yearbook. 
Musical activities except the band, were established by 1920 in 50 
per cent of the schools? 


The investigation by Jones is interesting because it is the only 
quantitative study which goes back beyond 1900, An e 


5 Boyle, R. L., “Student Publications," Bulletin 184 (February 1959), National 
Association of Secondary-School Principals, p. 59. 

9 Grizell, op. cit., p. 81. 

7 Galen Jones, Extra-Curricular Activities 


York: Teachers College, Columbia Univers; 
8 Ibid., pp. 17-20 


xamination of 


in Relation to the Curriculum. New 
ity, 1935, p. 17, 


9 Ibid., p. 1 
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Table 1 


APPROXIMATE YEARS WHEN CERTAIN ACTIVITIES WERE 
EsTABLISHED IN 269 SECONDARY ScHoo.s!? 


Year Reported by 
P y Number 
u 25Per | 50Per |. 75 Per | sci uis 
Activity Cent of | Cent of | Cent of 25 100 
Schools | Schools | Schools Cs 
ing 
H Football ....... 1897 1907 1919 147 
9 Track and fiel 1902 1910 1921 139 
8 Basketball 1907 1912 1920 152 
4 Baseball 1902 1913 1924 110 
5.5 Assembly 1902 1915 1924 105 
5.5 Yearbook 1907 1915 1920 152 
7 ~~ Magazine 1900 1916 1928 66 
8.5 Debating . 1910 1919 1924 128 
8.5 Dramatics 1910 1919 1924 145 
11.5 Boys’ glee club 1912 1920 1926 158 
1L5 Girls’ glee club 1912 1920 1924 159 
115 Chorus ..... 1915 1920 1925 124 
11.5 Orchestra . 1915 1920 1924 166 
14 Newspaper 1916 1921 1926 179 
1914 1923 1926 82 


15.5 Recreational clubs . 
155 Band „essers 
18.5 Outside-agency clubs 
18.5 Homeroom .... 
18.5 Student council . 


1919 1923 1927 168 
1918 1924 1926 101 
1920 1924 1928 109 
1920 1924 1928 132 


18.5 Departmental clu 1921 1924 1926 JL 
21 Tennis ..... 1920 1925 1930 140 
23.5 Swimming 1920 1926 1930 66 
28.5 Handbook 1922 1926 1930 99 
98.5 Honoring clubs . 1923 1926 1928 107 

1924 1926 1929 41 


23.5 Hockey 
26 Special-interest or hobby clubs| 1923 1927 | 1981 79 
97 Gol sa . 1995 1929 1931 115 


28 Wrestling 1928 1930 | 1932 56 


Table 1 indicates that the median year for establishment falls be- 
tween 1923 and 1924. Prior to 1900 activities were regarded by school 


officials as dangers to the educational program, and efforts were 


made to suppress them. Coaching or sponsoring such activities were 


not considered fit occupations for teachers. Boys were expelled 
for playing football; learning was a full-time occupation and was not 


10 Adapted from ibid., p. 17, and rearranged in the order in which they were 
established in 50 per cent of the schools which maintained the activity. 
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to be interfered with by “outside activities.” The activity program 
ly ignored. 
tt a the time of World War I activities were nae 
but not accepted. They were considered by many d 
a sort of necessary evil in the school program. During this aie 
coaches and sponsors frequently were not full-time resident im x: os 
of the faculty, although employed and paid by school boar s. * 
cidentally, this practice, with respect to dramatics, has not —€— y 
disappeared from our smaller high schools, although it is not to i 
recommended as an educationally desirable practice. Facilities ae 
vided for the activities were inadequate. The program was ong 
Developments Since 1920. In the decade which followed 1990, ane 
through the depression years in the 30's, the extracurricular activi- 
ties became an integral part of the educational program. The iine 
tion to child growth and development and appreciation of the socia 
goals in education, the decline in the opportunity for young people 
to have remunerative employment, and the development of com- 
mercial forms of entertainment all have helped to develop and ex- 
pand the extracurricular program in the schools. Studies were 
made, speeches were given, articles were written, and buildings 
constructed. Sponsor qualifications were established, and public re- 
lations programs were inaugurated. The high school football team 
became the darling of the adult population, or at least of the sports- 
minded. The high school principal often became more interested in 
the a cappella choir than in the academic program. Some persons 
feel that extracurricular activities have gained too much interest 


and attention at mid-century, Certainly this is not true if one studies 
the feelings and beliefs of the st 


udents who are enrolled, The period 
from 1920 to 1950, then, Tepresents the one in which the activities 
have been accepted and fostered as an integral part of the program. 
Extracurricular Activities Defined. Tt is not entirely easy to define 
extracurricular activities, but there is general concensus that activities 
for which credits are given, which are on the time schedule, and for 
which there is a generally recognized body of literature are curricu- 
lar, and those which are excluded by this definition are extracurricu- 
lar." Thus, the homeroom, about which there is voluminous litera- 
ture but for which credit is never given, although it is on the time 
11 Galen Jones, Extra- 


Curricular Activities in Relation to the Curriculum, pP* 
24-32, 


FSIS re 


schedule, is extracurricular. Similarly, the band, which has a vast 
musical and pedagogical literature, and which is ordinarily on the 
time schedule as a credit course, is curricular. In general, there has 
been a movement toward making many activities curricular, rather 
than extracurricular. However, it is fair to say that whenever an 
activity becomes a part of the curriculum, such as the band, a num- 
ber of extracurricular activities always develop, such as the wood- 
wind sextette, the “swingsters,” or the brass quartette, which meet 
out of school time and without credit. 

For the purpose of discussion in this and the following chapter, 
extracurricular activities will include athletics, class organization, 
clubs, commencements, contests, homerooms, honorary activities, 
music, publications, speech, social activities, student participation 
in school control, tours, and out-of-school experiences, even though 
credit is given for some and others meet on school time. 

The problems of administration and supervision are the principal 
topics treated in this chapter. Specific activities are discussed in the 
next chapter. Methods of financing and accounting are treated in 
the chapter on Business Duties. It is the purpose of the following 
discussion to show conditions as they are and to suggest how the 
principal may best conduct approved activities. 

PRESENT STATUS OF EXTRACURRICULAR ACTIVITIES 

There is no clear cut picture of activities in the secondary schools 
at the present time. Some activities have found their way into the 
program largely as the result of insistence on the part of student, 
teacher, and community groups with the minimum of centralized 
direction. As a result there are many problems which need to be 
solved in administering the program of activities. Most school work- 
ers accept activities as an integral part of the program, but the 
practices show differences of opinion with the way in which the 
activities should be carried out. Should the activities be inaugurated 
by students or administrative officers? Should some be compulsory 
and others elective? Should there be an activity period, or should the 
activities be scheduled after school? Are sponsors to be paid an 
additional sum for their duties? What qualifications should sponsors 
possess? Are there to be any limits on the number of inter-scholastic 
games or the conditions under which they are played? How much 
responsibility should students have in the development and carrying 
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out of the program? What is to be the policy with respect to finance? 
What evaluative criteria are to be applied to the program? Should 
every teacher have a part in the development of the program? These 
and many other questions plague the busy school administrator; in 


this chapter are outlined guides to finding the answers for a local 
school. 


VALUES IN EXTRACURRICULAR ACTIVITIES 


The pioneer exhaustive study of extracurricular activities was 
carried out by the National Society for the Study of Education under 
the direction of Leonard V. Koos in 1925.1? Values most frequently 
mentioned were training in some civic-social-moral relationship, fit-, 
ting the school to the needs of the adolescent, training for leadership. 
improving discipline and school Spirit, training for experience in 
-group life, training for- citizenship, and training for ethical living. 
Strang"? has classified the values of group activities into four prin- 


cipal categories: developmental, to give satisfaction of basic needs, 


social aspects, emotional aspects, attitudes, vocational values, aes- 
thetic values and knowledges and skills; diagnostic, to provide op- 
portunities for studying individuals for self-diagnosis; therapeutic, 
to work out relationships with others, develop new habit patterns, 


develop self-reliance, make students aware of problems; group, to 
develop grou 


P morale and spirit, arrive at solution of school prob- 
ems. 


Value to Students. Shannon concluded that participation in extra- 


curricular activities was more likely to produce wholesome and at- 
tractive personalities than routine class work. In addition, Smith, 
a psychiatrist at the University of California, reported that of the 


first 300 men who came to him for assistance nearly two-thirds had 
not engaged in any campus activity 15 

Recently Trump made a study of 3,525 secondary school students 
They rated the value of activities in the following order;, (1) de 


1? L, V. Koos, chairman. Extra-Curricular Activi 
>, an, Activiti ationa iety for the 
Study of Education, Twenty-fifth Yearbook, Part Il Mere ie Public 
Ws PaRi hing Company, 1926. i did 
uth Strang, Group Activities in C ll. New 
ors Harper and Brothers, 1941, PP- 14-99, ^ A dice api 
J. R. Shannon, “School Activities 


qua d Personality Devel t" School 
Activities, Vol. XX (May 194 = zn nality Development, 
15 Ibid, p. 976,» pp. 275-27. 


MANAGING EXTRACURRICULAR ACTIVITIES 305 


velopment of friendships/(2) became more interested in school.-(3) 
learned how to win and lose in sportsmanlike manner,,(4) developed 
greater loyalty to the school, (5) discovered worthwhile things to 
do in their free time, (6) developed friendly relationships with 
teachers, (7) became more willing to accept criticism, and,(8) gained 
valuable information that had not ever been received in an ordinary 


course.19 


Table 217 


RANK ORDER OF SATISFACTION OF VARIOUS TYPES OF ACTIVITIES 
As DETERMINED By THE MEAN or Ratincs By THE PUPILS 


School 

Activity AB oG DE EG m Lg ELM 
Commercial 2 -* 8 l1 9 34 1 2 2 23. 4 "WX 
Extra-class Do poX A dq 2 8 1 E€ S$ Bi 55 
Home 8 8 2 S! 3 8 GO S 3 2 8 Bag 
Non-commercia 4 4 45 5 5 5 8 4 4 4 5 4 $8 
Unplanned ..... 55 4h Q4 4 4 5b Bap 42s 4 
6 6 6 66 6 6 8 6 6 6 6 


School Subjects . 
Code: 1 — greatest satisfaction; G — least satisfaction 


Personal Satisfaction. Each of 6,817 high school students in Illinois 
were asked by Pogue to rate the following six types of activity in 
tisfaction: (1) extra class activity, (2) school sub- 
jects, (8) activities centering around the home, (4) activities centering 
around non-commercial agencies, such as the church, Y.M.C.A., and 
the Boy Scouts, (5) activities centering around commercial agencies, 
and (6) unplanned peer group activities. The results indicate that 
Illinois High School students uniformly rank extracurricular_ activi- 
ties above regular school subjects in terms of personal satisfaction, 
Extracurricular activities rated second only to commercial activities 
when data from thirteen schools were considered, and in five of the 
schools were considered of greater satisfaction than commercial 


activities. 18 


order of personal sa 


16 J, L. Trump, High School Extracurriculum Activities: Their Management 


in Public High Schools of the North Central Association. Chicago: University of 


Chicago Press, 1944, pp. 112-1 13. 
17 Taken from J. L. Trump, “E: 
Management," in Paul B. Jacobson, ed., Th 


York: ce-Hall, Inc., 1952, Ch. 10, p. 213. 
s Popes, Ea G, Participation in Extra Class Activities as Related to Socio- 


Economic Classification, unpublished Ed.D. dissertation, University of Illinois, 
1949, pp. 47-52. 


xtracurriculum Activities: Some Principles of 
e American Secondary School, New 
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From the foregoing data, which is representative of many other 
studies, it is fair to say that students value extracurricular — 
very highly. Whether or not these values are realized depends a 
most entirely on how the program is managed. 


PARTICIPATION IN ACTIVITIES 

The Extent in Participation. The study made by Trump, and men- 
tioned above, reveals the extent of participation in the extracurricu- 
lar activities of 3,581 students in grades 9-12 inclusive in five SEC 
ondary schools having membership in the North Central AiBDERE T 
of Colleges and Secondary Schools during a twelve-month period. 
Approximately one-fourth of the students did not participate m any 
activity during this period. Thirty per cent of the non-participants 
were boys and 20 per cent were girls. Of the students who partici- 
pated, the range in activities was from one to sixteen. Boys, on the 
average, participated in 1.1 activities, while the girls participated in 
1.7. Participation increased from grade to grade. The percentage of 


the freshmen who participated was 59. For the sophomores, the per- 
for seniors, 83. 


centage was 67; for juniors, 77; and 

Other data compiled on 17 types of activities for 32 small second- 
ary schools, 58 medium-sized high schools, and 13 large schools, 
showed that a student in 
some extracurricular a 


> 


part of freshmen and sopho- 
ities reached a peak with juniors 
school, and seniors in the large 


10 J. L, Trump, High School Extracurriculum Activiti, . 76. 
20 Ibid., pp. 78.84 Plain 


21L. F, Millhollen, Jr., The Role of Parents 
provement of Extra-Clas, 


and Pupils’ Opinions in the Im- 
s Activities, unpublish: 
of Oregon, 1952, p. 49. 


ed Ed.D, dissertation, University 
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PRINCIPLES OF MANAGEMENT 


The rest of this chapter consists of a series of principles which 
guide the management of the extracurricular program." 


PRINCIPLE 1 

Voluntary participation of students in extracurricular activities 
should be encouraged in order that a large percentage of students 
may benefit from the experiences. It goes without saying that a school 
should attempt to supply the needs of all of its students, but this 
is not always the case. Pogue's study indicates that participants come 
from the middle and upper socio-economic classes more frequently 
than from the lower classes. Furthermore, this relationship was inde- 
pendent of the place of residence or sex of the students. Boys’ 
athletics and club activities had more participation from the lower 
economic groups, while government service, dramatics, and com- 
mittee work were more popular with students from the upper classi- 
fications.2* This certainly should not come as a surprise when one 
thinks of the cost involved in participating in some of the activities. 
A few of the findings by Hand in a recent "hidden tuition cost" of 
students in Illinois, indicates how high the expenses may be.** 
Nearly half of the 79 Illinois high schools included in the investiga- 
tion required class dues. The median charge was $1.00 per year. The 
median cost of playing on the schools' athletic teams was reported 
as follows: baseball, $12.25; basketball, $2.80; football, $2.10; golf, 
$50; swimming, $1.50; tennis, $15; track, $2.70; wrestling, $1.00. The 
median costs of belonging to the band and orchestra were $3.50 and 
$2.25, respectively. In one school a student must spend $71.00 to 
belong to the Pep Club, and the median cost for such clubs was 
$3.50. In addition to this, there was the cost of attending football 
games at home, the yearbook, and the newspaper. 
ificant differences among different individuals with 
respect to leadership opportunity for students. Of the 3,581 students 
in Trump's investigation, 85 per cent of the boys and 86 per cent of 
the girls said they had no leadership opportunity involving election 


There are sign 


22 These principles of management have been taken from Trump, op. cit., pp. 


18-40 restated and EE. d 
23 P it., pp. 184-140. gl" SA 
24 Rr d Pte Findings of the 1947—48 Basic Studies of the Illinois 
Secondary School Curriculum, Circular Series A, #51. Springfield, Illinois: Of- 
fice of the State Superintendent of Public Instruction, 1949, pp. 54-64, 
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to a major office during the twelve-month period. With respect to 
minor offices, 79 per cent of the boys and 78 per cent of the girls 
had held no minor office. 

Of the students included in Trump's study, 1,628 indicated reasons 
why they did not belong to activities they would like.to join. The 
following reasons were given: (1) lacked necessary ability or skill, 
(2) lacked time because of out-of-school activities, (3) lacked time 
because of out-of-school work, (4) participation would interfere with 
regular school work, (5) memberships secured by election, (6) pre- 
vented by school regulations, (7) lack of money, and (8) opposition 
to the way the activity was being carried out. 

From this it is clear that more activities should be provided for - 
lower classmen, and activities should be planned for students with 
fewer abilities and skills. For example, if there is a band, there 
should also be à second band; if there is a football team and enough 
boys to justify it, there should certainly be a junior varsity, and 
perhaps a sophomore team, as well. More activity should be sched- 
uled during the school day. Dues assessments, special requirements 
for clothing or equipment, and other expenditures should be re- 
duced to the minimum or eliminated. The program of extracurricular 
activities needs to be re-examined so that everyone who wishes to 
participate may do so. Millhollen, too, concluded that family income 
was related to the number of activities in which students participated, 
and that students from the lower income groups participated in the 
smallest number of activities.?5 Millhollen also found that three-fifths 
of those parents and students whom he studied felt the cost was €x- 
cessive, and one-tenth had no opinion."* 

Researchers for Elmtown's Youth?* made a sociological study of 
the class structure of an American community using five socio-eco" 
nomic groups. They found that no Class Five (the lowest economic 
group) students attended school dances or evening plays or parties 
and that none were elected as representatives of the Student Counci! 

The Effects of Participation. Twenty-five years ago it was assumed 
that participation and activities would lower scholarship. The evi- 

25 L. F. Millhollen, Jr., The Role o 


Parent. il? Onntonsd Im- 
provement of Extra-Class Activities, M" E ond Paplli" Opinions dn the 
28 Ibid., p. 63. 


27 A. B. i - 
1949, hon MANN Elmtown's Youth. New York: John Wiley and Sons 


MANAGING EXTRACURRICULAR ACTIVITIES 309 


dence in the interim has not proved this to be true. In general, studies 
conclude that no harmful effects of participation in extracurricular 

activities are discernible. The findings of these studies, however, 
must be classed as indicative rather than conclusive, as they could 
possibly have happened by chance. One study, carried out by Carter 
and Shannon,?* measured the adjustment and personality traits of 
100 athletes and non-athletes in ten small Indiana schools by using 
the Symonds Adjustment Questionnaire. No significant differences 
were found in the adjustment with respect to personality traits. 
Statistically significant differences in favor of the athletes were found 
for leadership, sociability, and average rating. As was mentioned 
above, such evidence must be considered indicative rather than con- 
clusive. 

If a principal concludes, as the evidence seems to indicate, that 
athletes do as well in school as can reasonably be expected, he 
should be careful not to claim too much. There is no objective 
evidence that athletes would not have done better had they not 
participated in activities, but the experienced school administrator 

knows that in many cases the desire to participate in athletics is the 
urge which has prompted some boys to do better academic work. 

Control of Participation. From the evidence presented, it seems 
questionable for principals to limit participation in activities, but 
instances have been reported of students who participated in ten or 
more activities, including football captaincy, editor of a major publi- 
cation, several committee memberships and clubs. 

The control of participation should aim to distribute opportunities 
widely among students, even though that means curtailing the privi- 


leges of a few. 


1f the results of participation are beneficial, and the authors con- 


tend that they are, the school administrator has the responsibility of 
distributing participation among an ever increasing percentage of 
pupils, without making participation compulsory. Where , compulsion 
has been tried, it has usually been abandoned quickly. 

Methods of Controlling Participation. There is serious question of 


the advisability of limiting participation to Sa ep pass- 
ing grades, and of enforcing the scholarship regulations. For partici- 
_ing grades, ee e a 
tment in Personality Traits of Ath- 


e a d _ R. Shannon, “Adjus' 
G. C. Carter and J. Vol. XLVIII (February 1940), pp- 


letes and Non-Athletes,” The School Review, 
127-180. 
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pation in extracurricular activities have probably caused some pupils 
to keep up their grades, and there are many who would have bene- 
fited from participation, but who were excluded by scholarship re- 
quirements. If the activities are to be of value to as large a percentage 
of the total enrollment as is possible, one cannot justify scholarship re- 
quirements. This statement must not be interpreted too broadly. n 
example, participation in interscholastic events and the holding ` 
highest offices, such as captainships, editorships, or student counci 

presidency, may well be limited to those who maintain scholarship 
standards, but participation in intramural athletics of all kinds, or in 
the club program, or any activity confined to the school, should be 
open to everyone who is enrolled. 

Concerning methods of co 
that they are justified insofar 
part to excess 
more widely, 


The practices of 901 secondary schools which report to Trump 
favor the method of guiding choices shown in Table 3. In the 
majority of schools, an effort was made by sponsors and faculty 


members to assist students in selecting activities along the lines of 


their ability, Slightly over half the schools urge students to consult 
the sponsors 


regarding their activities, and slightly less than half the 
counselors give advice to students regarding appropriate activities. 
Furthermore, an effort is also made by sponsors and faculty mem- 
bers to influence students to elect activities in which they need 
training. In order to facilitate the choice, the students are strongly 

ivities until one of special interest is found. 
A little more than a third of the schools had no policy with respect 
to regulating participation, and nearly one-sixth of the schools re- 


quired students to secure the approval of the counselor or home- 
room teacher in selecting activities, 


Stimulating Participation. One 


ntrolling participation, it may be said 
as they protect those who would take 
» and insofar as they tend to distribute participation 


» but who have not demonstrated 
per cent of the sponsors in the schools 
P made an effort to secure members 


ctivity which they sponsored.?? In all 


?9 JL L. Trump, High School Extracurriculum Activities, p. 68. 
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too many cases, the ability to perform is a prerequisite of member- 
ship. Such conditions are most prevalent in large schools, where the 
number of activities per hundred pupils is smaller than in small 
schools, and where, consequently, there are more competent per- 
formers for each activity. The logical solution is a larger number of 
activities to meet persons with varying ability. 


Table 3 


Sreps TAKEN IN 901 SCHOOLS To Assist PUPILS IN MAKING CHOICES 
or Activities IN Wircu THEY WILL PARTICIPATE 


Number of Schools Reporting 


Steps Taken 


Small | Medium | Large Total 
Sponsors and members make an elfort 
to secure new members with ability 
along the lines of the activity „~... | 189 282 89 510 
Students are urged to consult sponsors 
in order to find out more about the 
different activities ......... em 119 293 Ti 489 
Students are advised by counselors as 
to appropriate activities ... : 105 237 67 409 
Sponsors and members make an el ort 
to secure new memb TS = are of 
aining a the lines o! 
need of training along ai ii id "- 


the activity „essee 
There is no specific school policy Se h 
respect to assisting pupils in choos- 
ing activities seris 57 128 30 215 
Students are strongly urged to vi: 
ferent activities until they find one 


of special interest „usses Al 95 32 168 
Activities selected by a pupil m be 
approved by his counselor or home- 
room teacher 37 98 21 156 
Others 4 7 8 14 
257 519 125 901 


Number of Schools 


The Activity Period. Participation in activities is controlled for 
the arrangement of the schedule in some schools. The principal may 
riod during the regular session or after school, so that 


set aside a pe [ 
at that time. Such a procedure 


all clubs may be scheduled to meet 
automatically limits participation to the number of activities for 
Which there are separately scheduled periods. The activity period 


is discussed on page 78 in connection with the schedule. 
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PRINCIPLE 2 

Advising students regarding entrance into the extracurricular ac- 
tivities should be one of the functions of the.guidance service of the 
school. As we have indicated above, there is disagreement among 
educators with respect to the amount of control of participation in 
student activities. There is no disagreement with the idea of advising 
students in the selection of activities. Some of the methods which 
have been used to advise students are assemblies, homeroom dis- 
cussions, planned publicity in school and community, newspapers, 
special exhibits, information in the student handbook, and the publi- 
cation of special extracurricular bulletins. In addition, informal con- 
versation between pupils, teachers, and counselors is an effective 
method of acquainting people with activities. In the opinion of the 
authors, based on their experience, special guidance publication on 
the extracurricular offerings of the school is most desirable. Of the 
901 schools which reported their practices to Trump,?? 196 prepared 
special bulletins on the activities to familiarize students and 324 
published a student handbook, which gave an account of the activi- 
ties sponsored by the school. There can be no question of the 
desirability of describing student activities in the handbook. A spe- 
cial guidance bulletin, issued for discussion in the homerooms before 
activities are chosen in the fall, will tend to make the activities more 
readily available to everyone. 

Point System. Point Systems were quite extensively used a quarter 
of a century ago. Under this System, a number of points were allowed 
for each activity, and a total was set beyond which no student 
could go. In general, the point system seems to be giving way to 8 


system of controlled activities, where there is a limitation so that 
one may have not more than one major and one minor activity at 
any one time. 


PRINCIPLE 3 
Reco 


cords of participation, including an evaluation of the student's 
participation, should be made a part of the permanent record. Rec- 
ords of participation in activities are kept far less generally than are 
scholarship records. Since activities constitute an important part 0 
the educational program, a record of participation and achievement 
should be kept on the permanent 


record card just as carefully aS ` 
30 Op. cit., p. 66. 
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achievement in classroom work or the scores made on achievement 
and psychological tests. 

Students’ parents, employers, and college admission officers need 
to know much more than the mere fact that a student joined one or 
more activities. All of them ought to know what happened as the 
result of that participation. Records of participation, collected from 
each sponsor, should be a routine duty as is the collection of marks 
from the subject-matter teachers. Whether the report on pupils 
should be of the anecdotal type, paragraph summary, or letter, 
grades will depend on the philosophy of the school, the clerical help 
available for recording information on the permanent record, and) 
the space available on the record. Certainly the principal should 
take steps to provide adequate records of participation, if the school 
does not now have them. 

PRINCIPLE 4 
—A training program for all officers and members of each organiza- 
tion should be undertaken. Group activities may be more effective 
if all of the persons involved receive training for their respective 
roles. These include president or group leader, recorder or secretary, 
treasurer, group observers, consultants, and members. 

Leaders need help in such matters as planning meetings, conduct- 
ing discussions, and organizing groups for action in a democratic 
manner. Some schools have organized leaders’ clubs under the di- 
rection of a social studies teacher. Recorders need instruction in 
keeping minutes. Such instruction might well be given by a member 
of the English faculty. Similarly, the treasurers should be assembled 
and given instruction bya member of the Business Department or 
the principal's secretary, or whoever supervises the extracurricular 


finances in the school. 
Group observers, or the persons who help evaluate the group 


process, should also be given training by some faculty member who 
is familiar with the techniques for such activities. Observers are 
relatively infrequent, both in student and adult groups. Students 
and sponsors also need instruction regarding the role of consultants 
in group activities. Group members themselves need training with 
etween good and ineffective participation. 


respect to the difference be een good and metec 
Role playing may be used to illustrate such behavior as hobby riding, 
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interrupting, non-participation, talking too much, and other char- 
acteristics of poor group members. - 
While we do not have statistical evidence of the extent of training 


it i yar <ing sc s are increasingly 
of leaders, it is known that forward-looking schools are increasingly 
providing such training.?! 


SPONSORSHIP OF ACTIVITY 

The success of an extracurricular program depends verv largelv 
on the functioning of the faculty sponsors. In general these persons 
have been selected because of experience in college in a similar 
activity. Interest, ability and training are qualifications for persons 
in the leadership of activity. Howev > v 
Trump and the North Central Association, interest was the aniy 
qualification mentioned by more than one-half of the administrators, 
for appointment as a sponsor to an activity. 


ver, in the study carried out by 


PRINCIPLE 5 . 
NY Well-qualified sponsors should be carefully selected, and in-service 
' training programs devised to make persons m 
Slightly more than one-fourth 
viewed have said they rec 
primarily athletic coaches 
five per cent of the spons 


ore effective as sponsors. 
of the sponsors who have been inter- 
eived specific training, but these Mere 
and speech and music instructors. Eigaty- 
ors indicated that they were teaching in 
a subject area closely related to the activity. That was the most fre- 
quently mentioned qualification. However, fewer than half of the 
sponsors indicated that they had gained experience by participating 


seems to be a developing practice 
ploying officers, too, need to kee 
Sponsors, and take this into consi 
appointed to vacancies. 


31 For example of leadershi 
Review, Vol. CLVIII (A 
3? J. L. Trump, High 


p courses see “ 


A Leadership Club," The School 
pril 1940). p- 244. 


School Evtrecurriculum Activities, pp. 98-101. 
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by the superintendent of schools, and the non-athletic sponsors most 
often by the principal. This difference in practice appears open to 
question if all types of activity are to receive the same appraisal by 
the school. 

Another issue on which there is difference of opinion is the extent 
to which the students’ wishes are to be considered in the selection 
of a sponsor. Wherever possible, it seems desirable to have students’ 
opinions considered. 

PRINCIPLE 6 

Sponsorship of extracurricular activities should be considered in 
planning the total work load of teachers. Many schools do not have a 
well defined policy governing the extra class load of teachers. There 
has been a tendency to assignment with little consideration for extra 
duties. Teachers who are very popular with young persons and con- 
sequently in demand as chaperons, club sponsors, and so forth, may 
accept more hours of extra duties than is wise. The question of sal- 
ary differentials is closely associated with the work load. Should 
coaches of athletic teams, band instructors, and other persons be 
paid higher salaries than other instructors of comparable training 
and experience? Some argue that the salary differentials are neces- 
sary to compete with other school districts in hiring outstandingly 
successful persons. 

Studies should be conducted in local school systems to find out 
the number of hours required to sponsor different activities and note 
the relative amount of responsibility involved. For example, it ap- 
parently requires from 400 to 500 hours to coach a varsity basketball 
team. These hours should be added to those spent by the coach in 


aching classes, grading papers, preparing re- 


preparing for and te : 
ports, counseling students, serving on committees, and so forth. The 
> 


total number of hours should then be compared with those of other 
faculty members, for whom similar calculations have been made. 
If a basketball coach works more hours than other persons, his work 
load should be lightened or he should be paid extra salary based on 
the number of hours worked. In general, it is likely to improve staff 
morale if he works fewer hours and is paid the same sum as other 
y very well improve instruction. If such a study is 
undertaken, it should be done by members of the staff who partici- 
pate in activities and all who are sponsors should participate. 

Not all teachers can be expected to be sponsors. Teachers who 


teachers, and it ma 
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Special classes (cont.) 
selection of pupils for, 407-08 
supplies, 479 
trained personnel, necessity for, 410 
Special education, need for, 407 
Specialists, curriculum-making by, 
152 
Special reports, 458-59 
Specificity, characteristic of diagnosis, 
132-33 
Speech activities, 354-55 
Sponsorship of activity, 314-16 
Sports, intramural, 361-65 
Standardizing associations, require- 
ments, 434-35 
State: 
agencies, regulations, 434 
reports to, 472 
State High School Athletic Associa- 
tion, 366 
State-wide testing, 176-77 
Statutory prescriptions, 14-15 
Stogdill; R. M., 100 
Storage, supplies, 479 
Store, school, 494-95 
articles sold in, 495 
operation, 495 
reasons for, 494-95 
Strang, Ruth, 143, 211, 304 
Student council, 334-35 
activities performed by, 338-42 
organization, 335 
internal, 337-38 
principles, 335-37 
projects for, 242 
Student Council Handbook, 341 
Student court, 341-42 
Student Gazette, The, 300 
Student handbook, 339 
Students, see Pupils 
Studies in leadership, 99-102 
Study, professional, 120-22 
Sturm, James, 567-68 
Subject matter units, 155 
Subsidiary accounts, controlling, 499 
Substitute teachers, 386-87 
Summer recreation, 241 
Superintendent: 
intermediary officers, relations of 
principal with, 33-34 
policies of, principal responsible for, 
32-33 


INDEX 


Superintendent (cont.) z 
principal and, relations, 29-30, 47 
directly responsible to, 31-32 
Supervision: 
adequacy, factor conditioning 
achievement, 184 
automobiles and bicycles, 529 
bulletins, 120 
concept, 105 
department head as officer of, 109 
duties of principals, 105-09 
extracurricular activities, 316-18 
kinds desired, 104-05 
play activities, 363-64 
program, planning, 62, 107-08 
responsibilities of principals, pres- 
ent-day, 574 
rise of, by principals, 513-14 
teachers in need of, types, 103-04 
techniques, 113-22 
time devoted to, 108-09 
Supplies, 475-79 
accounting for, 478-79 
classification, 476-77 
requisitioning, 477-78 
Surveys, school, 10-12 m 
Symonds Adjustment Questionnaire; 
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Teacher-counselor, guidance function- 
ary, 278 
Teachers: 

assigning, 53-54 

assignment sheet, 71-72 

assistant, 570 

associations, 385-86 

conferences with, 115 

conducting, 115-16 

conflicts with pupils, 131, 560 

demand for, 372-73 

duties assigned to, 56 

evaluation of pupils’ progress: 
proving, 216-17 

experience of, 103 

group meetings with, 116-17 

guidance functionary, 279 11- 

information about, collecting» 3 
78 

informing about school policies» 
547-48 


im- 


INDEX 


Teachers (cont.) 
in-service re-education, 392-94 
in-service training, 109-13 
interest in participation in adminis- 
tration, 45 
leave of absence, 385 
library use by, 197 
local candidates, 376 
married women, 376-77 
materials for, checking, 61-62 
merit rating, 388-92 
organizations, 385-86 
parent conferences, 468-69 
pension plans, 379-81 
promotion, 384-85 
prospective, visiting, 378-79 
qualifications to diagnose, 133-34 
rating of principal by, 392 
recruitment, 373-74 
retaining, 379-88 
retirement plans, 379-81 
salaries, maximum and minimum, 
384 
salary schedules, 382-83 
problems in making, 383-84 
selection, problems in, 376-79 
sponsorship of activity, 315-16 
Substitute, 386-87 
supply, 372 
increasing, importance of, 374-76 
tenure, 381-82 
total load, factor conditioning 
achievement, 183-84 
training, checking, 74-75 
training schools, 371-72 
traits and characteristics, factor 
conditioning achievement, 
184 
turnover: 
excessive, reason for, 373-74 
problem, 373 
types ai of supervision, 103— 


unions, 385-86 

visits to the home, 546-47 

work load, problem, 387-88 
Teachers' meeting, 118 

end of opening day, 56 

general faculty, 117 

group, 116-17 

preliminary, 55-56 
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Teaching: 
demonstration, 118-19 
freedom of principal from, 436-37 
improvement in, tests as stimulat- 
ing, 169-70 
library use, 192-93 
methods, educational diagnosis, 
130-31 
release of principal from, 571-72 
remedial, see Remedial teaching 
unfavorable attitude toward, over- 
coming, 374-76 
units, see Units, teaching 
Television broadcasts, 549 
Temperance groups, school and, 558 
Temperature, 525-26 
Templeton, F. L., 90, 91 
Tenure, teacher, 381-82 
Terry, 300 
Testing: 
movement, 167-72 
services, responsibility of principal 
for, 184-85 
state-wide, 176-77 
Tests, 167-85 
achievement, 178-79 
adjustment, 182 
aptitude, 181 
criteria, 172—76 
administration, case, 174-75 
comparability, 175-76 
discrimination of items, 175 
objectivity, 174 
reliability, 173-74 
scoring, ease, 174-75 
validity, 172-73 
data from, guidance records, 265 
diagnostic, 179-80 
essay, 182 
informal, 182 
interest, 181-82 
kinds, 177-82 
mental, 177-78 
objective, 182 
improving marking through, 208- 


records, 135-36 


uses: 
improvement in teaching, stimu- 
lating, 169-70 
improving instruction, 168 
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are not appointed as sponsors may be assigned to other duties for 
which they are suited, and in this manner the work load may be 
equalized so that those who appear to be unusually effective spon- 
sors are not penalized. l ee 

Sponsors who have an advisory rather than a dictatorial — 
ship to the members of the activity are likely to be more successful. 


Co-operative teacher-pupil planning and evaluating of the activity 
program is a characteristic of the better programs. 


PRINCIPLE 7 

Activities should be managed so that sponsors are free from com- 
munity pressure to the largest degree possible. One of the problems 
frequently associated with sponsorship of extracurricular activities 
is the existence of community pressure for the kinds of success not 
encountered in other phases of the school program. If a community 
is more interested in the percentage of victories in football or a state 
championship in basketball, the coach has an unenviable lot. In 
many communities, the band takes precedence over club activities, 


and livestock judging may be more important than good instruction 
in mathematics, 


There are several wa: 
doubtedly the fundame 
participation in policy 
more persons become i 
the professional staff, 
the total program, incl 


tition, and placing athl 
ties, the elimination of 


sions to athletic contests, althou 
have already provided such facil 


ADMINISTRATION AND SUP 
In developin 
grams, the foll 
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and to insist on implementing these policies to the Board. The Board 
of Education, of course, is legally responsible for the program, but 
it has so many other responsibilities it cannot in most cases develop 
the recommendations which can be thoughtfully prepared by groups 
specifically charged by this responsibility. Certainly students should 
have the largest part in planning the program, together with teach- 
ers and school administrators. 

Some persons may think that such an organization for policy mak- 
ing is needlessly complex. This criticism need not apply in actual 
operation. If the involvement is taken seriously, there is no good 
reason why some of the evils which are attached to the extra-cur- 
ricular program cannot be eliminated and desirable moral and finan- 
cial support be obtained. The groups need not meet after preliminary 
policies are adopted. The administration of the policy is a time-con- 
suming job, and is to be done by paid employees. A policy group 
should meet from time to time to re-examine policies and hear re- 
ports from administrative officers in charge of execution. Certainly 
the students in such a planning body should come from the student 
council. 

PRINCIPLE 9 

The responsibility for the management of the extracurricular pro- 
gram rests with the principal, although in many cases it should. be 
delegated to a director of extracurricular activities. If extracurricular 
activities are to be properly supervised, someone must be respon- 
sible. In the small school, the task is the responsibility of the prin- 
cipal, and in the large schools there is a tendency to appoint a di- 
rector of activities. The director should be released from about half 
of the regular teaching load for the direction and supervision of the 
program in the school enrolling 500-800 students. Many schools have 
a director of activities either on full-time or part-time basis, and more 
of them are moving towards this objective. The duty of the director 
would be to initiate, correlate, and supervise activities. He should 
not keep accounts or do other necessary clerical work. The position 
should be professional and administrative in every sense of the word. 


The director should have qualities of leadership, personality, and 
hnical knowledge of activities and 


sympathy, as well as sound tec 
their place in the scheme of education. The qualities necessary for 


such a director are broader than those listed for the sponsor. It is 
desirable for the principal to appoint a director whenever the size 
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i il- 
f the program warrants it or whenever sufficient funds are ava 
o 
able.?? 


PRINCIPLE 10 —— 

The. administrative relationships for athletic and edis ie 
tivities should be the same. This principle seems oe ul z 
practice there are many violations of it, The administrative re PA 
ships for appointing, supervising and dismissing the coach of a i 
letic activities is not the same as in the case of other activities, as wi 
have indicated above. Budgetary provisions may sometimes vaný: 
Athletics may be expected to be self-supporting, while other ac 


tivities receive partial subsidy from tax funds. The director of we 
letics may not be administratively responsible to the director 
extracurricular activi 


ties. It is a considered judgment of the authors, 


based on experience, that all activities should be subjected to simi- 
lar administrative control. 


FINANCIAL SUPPORT 


à : à e 
vity has become big business, As we shall dm 
£ to business duties, the accounting for $75,0 

H . 7 ice. 
curricular funds is not an uncommon practic 


Sement of the fund are discussed in the chapter 
usiness Duties, 


Extracurricular acti 
in the chapter relatin 
to $100,000 in extra 
The details of mana 
which deals with B 


PRINCIPLE 11 
s should be 
f Education, 


Extracurricular activitie. 
fax funds-by the Board 0, 


given adequate support from 
know what the program o 


Most school systems do not 
either to taxpayers or the 
the use of buildings, Sup" 


aries of the teachers and sponsors, bus driv- 


, 


[ : alue placed upon activi- 
ties by students has been indi 

of the fact that there is a positi 
out of school and family socio 


als, pp. 25-31. . 
Lng Pier Study for Ir 
am; unpublished Ed.D. thesis, Unive 
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of participating in extracurricular activities is relatively high, it ap- 
pears to the interest of a democratic school system that more of the 
cost should be paid from tax funds. If we assume that activities are 
educationally sound, there seems to be little justification in paying 
the cost of algebra and United States history from tax revenue, and 
expecting basketball to be self-supporting. In theory most persons 
would agree, but in practice it is not yet possible except in very 
wealthy and forward-looking communities to make the athletic pro- 
gram free. 

A few Boards of Education have made student admission to all 
athletic contests free. Clayton, Missouri, and Bloomington, Illinois 
are illustrations of this policy. It is to be hoped that more schools will 
provide such subsidy, so that all students, irrespective of the family 
income, may participate in the activities of the school. 


PRINCIPLE 12 

Procedures in the receiving, spending, and accounting for activity 
funds should teach students correct attitudes and habits in handling 
funds. Activity funds are legally under the control of the Board of 
Education and are subject to the same control exercised over all 
funds administered under the direction of the Board of Education.?5 
Generally, funds for athletics have been more carefully accounted 
for than any other part of the extracurricular program. This is be- 
cause more money has been involved. At this point we merely repeat 
what is said in the chapter on Business Duties, that in the handling 
Of activity funds there should be an auditable record for every 
transaction. The details of such programs are described in Chap- 


ter 21, 
PRINCIPLE 13 

Continuous evaluation of individual activities in the total program 
should be carried forward on a systematic basis. Many devices have 
been used to evaluate the effectiveness of the program. Probably the 
simpler step is to analyze the extent of participation on the part of 
students. Such a study will be more effective if the data shows par- 
ticipation by sex, grade level, socio-economic classification, geo- 
graphical location, and school achievement. Studies of opinions of 
appropriate persons, such as sponsors, relating to the program may 


“What is the Effective Administration of Pupil Activity 


35 
CB Thompsm, National Association of Secondary-School 


Finances?" Bulletin 162 (April 1949), 
Principals, p. 287. 
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be undertaken. Opinion polls of students on an anonymous qe 
will also be of value. Studies of the effects of the opinions held by 


parents, alumni, and other groups, toward student activities," may 
be consulted. 


NATURE OF THE EXTRACURRICULAR ACTIVITIES PROGRAM 
PRINCIPLE 14 

The aims of different activities should be clearly defined. so jm 
evaluation. may be made in relation to the accomplishment of ane 
stated purpose. In considering the nature of the program, attention 
needs to be given to the purpose, balance of the offering, the ways 
in which new activities are started and existing ones continued or 
abandoned, time of meeting, and types of program carried on by 
different organizations. For example, in holding a school dance, what 
is supposed to happen—in terms of change in behavior—to the chair- 


? 
man, to those who serve on committees, and to those who attend? 
Unless the aims are clearly stated, it would be impossible to evalu- 
ate the contributions of 


the various activity or to evaluate the total 
program. 


PRINCIPLE 15 d 
The program of activities should be characterized by a vertical and 
horizontal balance in offer ing. Horizontal balance implies the neces 


sity of providing a broad variety of activities in such manner as t? 
keep any one activity from overshadowing another. Vertical balance 
implies the necessity of providing similar activities for students. 
various interests and abilities. 


A school which su 


tal and vertical balance is violated i? 
many schools, 


55 See L. F. Millhollen, Jr., The Role of Parent and Pupil Opinion in the Im- 
provement of Extra-Class Activities. 
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A school is justified, of course, in selecting the most talented boys 
for the varsity basketball team, but it should provide a junior var- 
sity and perhaps a sophomore team and other activities as well. 


PRINCIPLE 16 

Procedures for the inauguration of new activities should be charac- 
terized by definiteness in responsibility, ease of operation, and sensi- 
tiveness of student wishes. Both students and faculty ought to know 
exactly how a new activity can be started. This is part of the respon- 
sibility of the guidance bulletin. One method by which the results 
can be achieved is to have the chartering of all new activities vested 
in the student council. Whenever a given number of students, say 
8 or 10, wish to start a new activity, they may petition the council 
for a charter. Before the charter is granted, the students must be re- 
quired to show very clearly the purposes of the activity, the time 
and place of meetings, persons eligible for participation, facilities 
required in terms of building and supplies, and the name of the pro- 
posed sponsor. Such a petition should bear the approval of the prin- 
cipal or director of extracurricular activities and indicate the will- 
ingness of the sponsor to accept the responsibility. The student 
council would be expected to assist the petitioning group in com- 
plying with the requirements and issuing the charter. The student 
council should publicize the procedures from time to time so that 
all may be familiar with them. 
PRINCIPLE 17 
sked at the end of the season or year for 
o the continuing of each activity. Unless 
ommendation, the activities may be 
nly because of the wishes of some 


sponsor, or a small clique of persons as they progress through the 
school. Changes in procedure or program may be warranted in the 
light of experiences during the past season or year. Unless sugges- 
tions are systematically sought and recorded through some form of 
opinionnaire, there is no effective way of evaluating the program. 
The director of extracurricular activities and a group from the 
student council might well evaluate the activities and bring to the 
attention of the council those which should be discontinued or indi- 
cate the area in which there seemed to be need for additional ac- 
tivities. There are no persons better able than the members of the 


Participants should be a 
recommendations relative t 
participants are asked for reco 
continued year after year mar 
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Spanish Club to indicate what ought to be done another year, or 
what should be curtailed or eliminated in their club. And there is 
probably no one who can suggest better what needs to be done in 


the development of a program of baseball than those who have par- 
ticipated in the event. 


PRINCIPLE 18 


The scheduling of extracurricular activities should receive the same 
careful attention accorded other phases of the program. When a large 
number of activities are scheduled during a single activity period, 
students necessarily have conflicts and are thus denied participa- 
tion. When activities are scheduled at the close of the regular day, 
students who work or are obliged to travel long distances are pre- 
vented from participating. Activities which are scheduled on nights 
preceding school days cause some students either to lose sleep or 
to stay away from the activities. Sometimes activities are held at 
places where it is difficult for a student to attend. If this principle 
of management is accepted, the director of activities will have the 
responsibility of lengthening the schedule of the school day, week, 
or year. Possible participation of students in out-of-school activities; 


—— e Work experience, should be recognized. Activities should 
ee at times to allow for the maximum use of school fa- 
cilities, 


THE SCHEDULE 
School organization for extr. 


of three patterns: (1) 
vide for most extr. 


a class activities generally follows one 
is activity period, which is intended to pro- 
a class activity within the daily schedule; (2) the 
à aily schedule; (2 
or Program, which consolidates most of the extra-class Activities 
i T activities;.(3) the before and after school program, which 
p Ro 3 for most of the activity outside of the regular program." 
Ps sc ool activity period may be a regular period of 35 or 40 min- 
» ah may be staggered throughout the day, meeting, for ex 
rm i m: to 9:20 on Monday, 9:40 to 10:90 on Tuesday, and 
on throughout the week, As an illustrati is eine 
quotes the following: Moin dE 


37 T “ery 
mee Tae (ru hopkins, The Relation of Activities to the Curriculum,” Bul- 
pp. 13-24, ary 1952), National Association of Secondary-School Principat® 
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The school day has five one-hour periods, of which four are regular 
class periods, and one is an extra free period. The extra period occurs once 
on Monday, Tuesday, Thursday, and Friday, and is used for additional 
curriculum experiences for pupils; the free period comes at the third 
period on Wednesday, and is an activity period. The free period on the 
first and third Wednesdays of the month is devoted to organized clubs and 
a variety of activities, such as plays, rifle competition, photography, na- 
ture study, and dancing, many of which extend beyond the school day 
and outside the school walls. On the second Wednesday the free period is 
set aside for assemblies, and the fourth Wednesday is devoted to class 
meetings, student council meetings, homeroom guidance, and planning 
for the annual senior class excursion to Washington. All of the activities 
are regarded as of equal importance for the class at work in achieving the 


objectives of the school.95 

In Millhollen’s study, referred to above, four-fifths of the parents 
and nine-tenths of the students believed that some activities were 
worth including in the school day, and only one-eighth of the par- 
ents were of the opinion that activities should be totally excluded 
from the school day. The activities which the respondents believed 
should be included in the day were assemblies, student council, 
school newspaper, yearbook, debate or speech practice, music re- 
hearsalj9 There were very few who believed that club meetings, 
intramural athletics, athletic practice, or preparation for parties 
should be included in the school day." In discussing how the activi- 
ties should be included in the school day both parents and the stu- 
dents favored shortening the class periods, or eliminating one class 
on the day of the activity and rotating the period so that all classes 


are affected the same." 
PRINCIPLE 19 

ram of activities should be characterized by active partici- 
»embership. Sometimes a small group tends 
to take the responsibility in the planning of the program. This is par- 
ticularly likely to be true in club programs, and will result in a sterile 
program, interesting only to a few specialists and the sponsor. It may 
result in bringing in speakers from outside organizations, or listening 
to a report from one or two members. Unless there isa committee to 
help plan the program, and unless the active participation of the en- 


The prog 
pation on the part of the m 


38 . . cit., p. 18. nen 
an LPs E Ene Role of Parent and Pupil Opinion in the Improve- 
ent of Extra-Class Activities, p. 97. s 
ry iin ?! Ibid., p. 99. 
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tire group is secured, there is likely to be dissatisfaction. Doing, rather 
than listening, should characterize the activity program. 

Activity programs should be planned to include services to school 
and community. Young people should have experiences to demon- 
strate the role of organized groups and democratic society. 


INTERSCHOLASTIC ATHLETICS 
Interscholastic contests have probably caused more difficulties and 


frequently bring more self-satisfaction to the participants than any 
other part of the activities program. 


PRINCIPLE 20 

Contest participation should be on the basis of educational merit 
rather than because of pressures from the comm unity-sponsoring or- 
ganization or other sources. In the survey of activities in the North 
Central Association, carried out by Trump,?? the most frequent rea- 
sons for inaugurating contests were, (1) that neighboring schools were 
doing so, (2) demand of students in the school, (3) an aggressive prin- 
cipal or director of activities, (4) the state college or university ha 
Sponsored a contest, (5) the service club had sponsored an essay OF 
poster contest, and (6) some teacher saw an opportunity to add to his 
prestige or professional position. It is readily apparent that not all of 
these reasons are desirable, 

Night football is almost certain to produce more revenue and 
permit larger attendance than afternoon games. Are the educational 
purposes of football better served by night contests? There is certain 
to be a greater policing problem, there will be the problem of drink- 
ing in the stands, and there are almost cert 
about students being out at late hours tha: 
an increasing number of communities, the matter has been settled at 
the turnstiles because the receipts are larger. 

Bands and orchestras are sometimes encouraged to travel long dis 
tances to participate in state and regional contests, Parents, or inter- 
ested citizens, may be willing to defray the expenses, but are the 
educational purposes of instrumental music better served by partici- 
pating in the state and regional contests? In general there is a feeling 
that the festival type of gathering, representing a reasonable area Of 
region, is much to be preferred to the state or regional contest. 


ain to be more complaints 
n with afternoon games. In 


42 J. L. Trump, High School Extracurriculum Activities, pp. 139-140. 
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PRINCIPLE 21 

The purpose of participation in the contest should be strictly ad- 
hered to, or else contests should be changed to make them harmonize — 
with stated aims. It is readily apparent that both worthwhile and un- 
desirable outcomes may result from participation in a contest. Does 
charging student admission at an interscholastic activity achieve the 
purpose of the contest? Does scheduling four, eight, or ten teams in 
interscholastic athletics provide a greater realization of the purposes 
in scheduling than two? Does the practice of entering essay contests 
improve the writing of the students? Is the yearbook handled differ- 
ently when it is to be judged in interscholastic competition, and are 
these changes in harmony with the stated purposes of school publica- 
tions? 
The problem of contests has become so great that the National As- 
sociation of Secondary-School Principals has developed a committee 
which approves some national contests, and not others. In October 
of each year a committee publishes in the Association’s Bulletin a list 
of those contests which have been approved.** The committee, or- 
ganized in February of 1942, has been continued since that time. It 
recognizes two kinds of contests in the non-athletic area—those that 
were originally set up by school staff members as constructive edu- 
cational programs, and those that are originated, organized, and pro- 
moted by persons outside the school educational staff. The first kind 
grew into state and regional competition, such as festivals and tourna- 
ments, and is usually confined to groups of schools within a single 
state. School administrators are included in the planning stages of 
such contests, and the contest must be approved by the state Activi- 
ties Association. The second type of contest was not planned to be 
co-ordinated with the school program. These contests are promoted 
by commercial firms, patriotic organizations, colleges and universities 
` and, although the motives and purposes may be commendable, the 
plan of participation is faulty and conceals the chief underlying pur- 
pose. To make the contest more attractive and appealing to youth, 
prizes and awards are usually promised the winner. Many of these 


contests are not approved by the national committee. 
In an earlier day there were national contests in athletics, par- 


" Bulletin 184 (February 1952), National Associa- 


43 P, E, Ellicker, “Contests, o. 181-194. 


tion of Secondary-School Principals, 
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ticularly in basketball, but these have been discontinued because of 


the activities of the state athletic associations and state activities as- 
sociations. 


PRINCIPLE 22 

The school should accept responsibility for the physical, mental, 
and moral well-being of the students participating in interscholastic 
contests. Participation in interscholastic contests takes students away 
from the home community sometimes for long trips that keep them 
away from home overnight or until late at night. The school must 
take the responsibility for physical, mental, and moral well-being of 
the students who represent the school. It is generally accepted that 
students must travel in transportation furnished by the school and 
must return in such transportation, or be dropped from the squad or 
activity, unless the family personally drives a student to the event: 
Some schools will not allow the student even to ride with his parents 
to his scholastic contest, Another responsibility is to require students 
to make up work while participating in contests, Insurance is also 
Provided covering possible accident to players in interscholastic 
contests by approximately one-half of the schools. 


PRINCIPLE 23 
Awards, other than sc 


holarships, for participation in contests 
should be intrinsic rather ; o i 


nated as extracurricular activities. In the 


nd to become a part of the curriculum- 
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Table 4 


CERTAIN Types or SOCIALIZING EXPERIENCES PROVIDED 
IN ELEMENTARY SCHOOLS** 


59 Schools | 241 Schools | 209 Schools | 509 Schools 
Over 1,000 | 500-1,000 | Under 500 All Sizes 


Type of 


Experience? Num-| Per |Num-| Per |Num-| Per |Num-| Per 

ber |Cent | ber |Cent | ber |Cent | ber | Cent 

Assemblies . 53 | 89.8 | 203 | 84.2 | 185 | 88.5 | 458 | 90.0 
Entertainments . 52 | 88.1] 198 | 82.2 | 183 | 87.6 | 450 | 88.4 
PIAS: isse 51 | 86.4] 198 | 82.2 | 180 | 86.1 | 445 | 87.4 
86.4 | 182 | 75.5 | 134 | 64.1 | 880 | 74.7 


Safety patrols . we | 51 
Organized class games | 44 | 74.6 | 157 | 65.1 | 137 | 65.6 | 352 | 69.2 


Clubs 40 | 67.8 | 155 | 64.3 | 187 | 65.6 | 345 | 67.8 
School teams 39 66.0 | 146 | 60.6 | 125 | 59.8 | 820 | 62.9 
Junior Red Cro 40 | 67.8 | 152 | 638.1] 114 | 545 | 317 | 62.3 
Choral groups 39 | 66.0 | 148 | 61.4 | 101 | 48.3 | 805 | 59.9 
Celebrations .... 27 | 45.8 | 127 | 52.7 | 128 | 61.2 | 304 | 59.7 
Room committees . 35 59.3 | 186 | 56.4 | 117 | 56.0 | 296 | 58.2 
Rhythm bands 36 | 61.0 | 123 | 51.0 | 193 | 589 | 994 | 57.8 
School papers .. 36 | 61.0 | 124 | 51.5 | 121 | 57.9 | 294 | 57.8 
Orchestras .. 382 | 542 | 147 | 6LO | 91 | 43.5 | 281 | 55.2 
Service groups 36 | 61.0 | 123 | 51.0] 98 | 469 | 970 | 53.0 
Rhythm dancing 97 | 45.8 | 112 | 465 | 98 | 46.9 | 247 | 48.5 
Pageants .| 28 47.5 | 106 | 44.0 | 100 | 47.8 | 245 | 48.1 

Community clean-up 
days _| 28 |475| 89 | 369] 63 | 80.1 | 187 | 36.7 
27 |458 | 81 | 336] 65 | 31.1 | 178 | 35.0 


School councils 
Community charity 

drives ........ 
Sanitation squads 
Harmonica bands 

ands ........ 
Drum corps . 
Annuals 


19 | 32.2 | 83 | 344] 66 | 316] 173 | 84.0 
24 | 40.7] 4f | 17.0} 35 | 16.7 | 106 | 20.8 
9 [153| 52 | 216) 32 | 158] 96 | 18.9 
7 |119 | 48 | 199] 22 | 105] 85 | 16.7 
2 84] 18 75 6 2.9 | 28 5.5 
4 6.8 | 10 | 41] 10 48 | 25 4.9 


a Many other specific types of activity were mentioned by the principals, but 
none with sufficient frequency to warrant inclusion in this table. 
Since the activities are likely to be much more closely articulated with 
the curriculum at the elementary level, Otto and Hamrin* suggest 
the term “co-curricular activities" which they define as those school- 


44 Nationa tion Association, Department of Elementary-School Princi- 
Pals. dr eee in the Elementary School (Fourteenth Yearbook), 
~ AMT 


1985, p. 239. we 
45 . A. Hamrin, Co-Curricular Activities in Elementary Schools. 
H. J. Otto and S Inc., 1937, p. 9. 


New York: Appleton-Century-Crofts, 
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sponsored child activities which require administrative paien 
organization somewhat different from the typical classroom aes 
Such activities are frequently found in elementary schools, as s 
in Table 4. 
E inan of Activities in the Elementary School. The data in d 
4 should be interpreted cautiously, since they represent roe 
only 165 schools in cities with populations of less than 30,000. wi 
ever, for cities of 30,000 or more, the replies are probably represen 4 
tive, It is likely to be true, too, that the schools which employ ve 
ties extensively are more likely to have replied to the inquiry t 
those which do not. Hence, the replies probably indicate a grea E 
percentage of schools employing activities than actually is the a 4 
Of the schools which replied to the inquiry, 90 per cent sponso : 
assemblies, and more than two-thirds sponsored Tum : 
plays, safety patrols, organized class games, and clubs. Nine ot m 
activities, namely, school teams, the Red Cross, choral groups, ce' A 
brations, room committees, rhythm band, orchestras, and s 
Sroups were found in from one-half to two-thirds of the schoo i 
Rhythm dancing, pageants, community clean-up day, school € 
cils, and community drives were found in from one-fourth to on 2 
half of the schools, The activities which were found in less tha 


: F ds 
one-fourth of the schools were sanitation squads, harmonica bands, 
drum corps, and annuals, 


Even though the actua 
vities may be somewhat 


EVALUATION OF ACTIVITIES 


Appraisal by Public School Graduates, Trump received 435 re 


plies from an inquiry addressed to the alumni of five high schools, in 


iendl 
rtunity of developing friendly 
in class work because the 4 
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tivities involve voluntary co-operation in the pursuit of common in- 
terests to a greater extent than is provided in most classes. 

The same list of values was submitted by Trump to 8,525 students 
in the North Central Association high schools. It is not surprising 
that the students placed first the same value which was given top 
rating by the alumni of the same five schools. The value given second 
place by students—“made schools seem more interesting"—supports 
the contention of the proponents of extracurricular activities in sec- 
ondary schools, namely, that a program of activities makes a school 
more real and enhances the work of the classrooms.19 

Evaluation of Reasons for Participation. In order to secure further 
evidence on the value of participation, Trump has secured answers 
to a questionnaire from 994 parents and 214 faculty members in pub- 
lic high schools regarding the benefits they believed students re- 
ceived from participating in activities. The activities believed to be 
most important were: (1) developing new friendships; (2) making 
School more interestíng; (3) something worthwhile to do in leisure 
time; (4) causing the students to be more tolerant of the opinions and 
wishés of others; (5) teaching the students how to win and lose in a 
sportsmanlike manner; (6) creating greater loyalty to the school; (7) 
developing poise and‘social contacts; (8) causing the students to be- 
come more willing to accept criticism from others; (9) resulting in 
more friendly relations with teachers; and (10) creating greater in- 
terest in regular school subjects. The judgments of the faculty mem- 
bers were very similar to those of the parents, but not all of the values 
Were in the same order. 

Towne came to the conclusion that extra-class activities assist in 
developing social competence. He concludes, "further study shows 
that social and civic competence—the ability to get on with people 
and to cooperate successfully in our democratic society—are closely 
related to these out-of-school activities.”** Millhollen made a study of 
the opinions of parents and students in two high schools in Eugene, 
Oregon relative to the emphasis on activities. He found that both 
Parents and students in both high schools in from one-half to three- 
fourths of the cases, thought the emphasis was about right, although 


46 J. L. Trump, High School Extracurriculum Activities, pp. 113 and 115. 


TH it., p. 118. 
48 C.F Tonne, "The Out-of-class Curriculum in the Secondary Schools," Bul- 
letin 125, National Association of Secondary-School Principals (November 1944), 


P. 36. 
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one-sixth of the parents thought that clubs, music y epus 
scholastic athletics, and dances had too much emphasis. Hal n à 
students thought dramatics did not have enough attention, an an 
third that dances and parties had too little emphasis, while one-f ^ 
felt that music and intramural athletics were not carm 
enough.” Very few parents or students thought that there had ci 
excessive participation. Approximately half felt that rca : 
had been about right, while 40 per cent believed their children en 
not participated as much as they should have.” The benefits ape 
by more than 50 per cent of the students for participation in exi * 

class activities were (1) interest broadened and extended, (2) ability 
to work with others improved, (3) self-confidence increased, (4) lenn 
to speak and feel at ease in a group, (5) help needs for sociabil, 

About three-fifths of the parents and three-fourths of the studen 5 
were of the opinion that extra class activity did not interfere with 
class work.5? Over three-fourths of those who answered believed that 
extra-class activities had little or no effect on grades,** Parents and 


students at both schools agreed that about seven out of ten students 


felt that they belonged, and that only one in ten felt he was an out- 
sider or could not get into the activity, 


5t Two-thirds of the students 
and four-fifths of the parents were sati 


sfied that responsibilities out- 
side the school made little or no difference in the extent to which c 
dents took part in school activities.55 Two-thirds of the parents am 
students believed that lack of skill or ability had no effect on partici- 


pation, and only one-tenth believed that this kept students out of aC 
tivities, dramatics, music and athletics.5? This was most likely to be 
true in dancing, 

Undesirable Outcomes. In 
Trump asked 3,525 students 
994 parents concerning the 

. in extracurricular activities 
being harmful to students. The c 
or clique was considered objecti 
responses. Neglect of regu] 


red to» 
the study which has been referred t 


v 
f Parents’ and Pupils’ Opinions in the m 
Class Activities, pp. 42-48, 

50 Ibid., p. 44 


"mnm 
1 51 Ibid. p. 92, 52 Ibid. P: 29, 
MIMAPSE Siid m Td! a 56 Ibid., pp. 789 
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pants, over-emphasis on winning in games and contests, time and 
effort demanded by activities out of proportion to the value received, 
inferiority feelings developed on the part of some students, exces- 
sive costs, and the interference in activities by non-school personnel, 
were the undesirable outcomes which were designated by some of 
the responses. As long as such problems are unrecognized and un- 
solved, the serious challenge to the value of extracurricular activi- 
ties exists. Although parents and students were overwhelmingly 
in favor of student participation, Millhollen found six criticisms of 
extra-class activity which were frequently mentioned: (1) Activities 
were not conducted so that all members could take an active part, 
(2) Activities resulted in cliques, (3) Activities did not do enough to 
encourage students who were not in activities to take part in activi- 
ties suited to their needs and abilities, (4) Not enough training was 
given to develop leadership, (5) Publicity given to opportunities 
available in activities was inadequate, (6) Insufficient opportunity 
was given for students to learn the skills and to develop the abilities 
needed in some activities.” 

Extravagant claims for participation in activities have been made, 
and the evidence sustains many of the claims. However, not even 
their most ardent supporters expect extracurricular activities to de- 
velop all the desirable character traits in young people. Nor are the 
activities expected to serve as a panacea for whatever ills may be 
ascribed to the schools by either friendly or unfriendly critics. It has 
been asserted throughout this chapter that activities have values; ex- 
travagant claims of their benefits harm the orderly development of 
activities more than they assist. There is danger, too, that school 
principals and enthusiastic sponsors will become complacent about 
the values, forget the possible shortcomings, and over-expand the 
program, The activity program is an integral part of the school pro- 
gram. Employing the principles of management enumerated in this 


chapter will tend to stabilize and improve the program. 
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EXTRACURRICULAR ACTIVITIES— 
SOME REPRESENTATIVE PROGRAMS 


In the preceding chapter it was indicated that the extracurricular 
activities include assemblies, athletics, class organizations, clubs, 
commencements, contests, homerooms, honorary organizations, mu- 
Sic, school publication, social activities, speech activities, student 
participation in the control of activities, tours, and out-of-school ex- 
periences. In the opinion of the authors, student participation in the 


management of activities is the most important and will be discussed 
first, 


STUDENT PARTICIPATION IN THE MANAGEMENT OF 
SCHOOL ACTIVITIES 
The Student Council, Student participation in the management of 
activities or in school control has replaced the older term "student 
government" in the educational literature during the past quarter of 
à century. No one knows exactly how many student councils there 
are today, because a complete count has not been made, but it i 
reliably estimated that 18,000-20,000 high schools now make some 


Provision for using student advice and assistance through the stu- 
dent council. 


When the student council idea was new and student participation 
was much less frequent than it is at present, there was a considerab!e 
use of the term, “student government.” This term was always some- 


thing of a misnomer, and is now almost extinct. There never was, an 


1G. M. Van Pool, “ 


The Student Council" Bulletin 184 (February 1952), Ne 
tional Association of S 


econdary-School Principals, p, 43, 
334 
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be abdicated, but-students may participate in the administration of 
the school and gain valuable experience in the process. The head of 
the school must be ready to advise the student council on any matter 
and has the authority to cancel any student council action through 
the power of the veto. Experience, not only of the authors as well as 
that of many others with experience in school administration, indi- 
cates, however, that a student council with a good advisor is most 
unlikely to perform an act which must be vetoed. There should be 
mutual understanding and rapport between the council and the 
principal, so that each knows what his responsibility is. ; 
Organization of a Student Council. A student council is an organi-|! 
zation of students elected by the students to represent them and to | 
speak for them in many activities of the school. It knows and makes ' 
known to the administration the wishes of the student body. It also 
directs various student campaigns, conducts drives to improve the 
schools, and finds activities within its ability to perform. The council 
is becoming a directing force for the activities of the school. It can be 
and often is an excellent means of training students in democratic 
living. It must be emphasized that no council worth having will run 
of its own momentum. The faculty and the principal, or his delegated 
representative, need to guide the council until it becomes a vital and 
functioning organization. The council cannot be successful if it is 
considered as a place for dumping the details of school administra- 
tion for which the principal has no enthusiasm. Neither should the 
student council be composed of a hand-picked group of students, who 
are generally looked upon by the student body as stooges of the 
principal. The most recent study of the purposes of the council indi- 
cate the following objectives: to promote student activity, develop 
harmonious relations between students and faculty, to assist in the 
the school, to develop attitudes of good citizenship, 
to promote the welfare of the school, to provide a form for the ex- 
pression of student wishes, to develop student initiative and responsi- 
bility, to provide a laboratory for citizenship, to provide an oppor- 
tunity for the training of student leaders. na 
Principles of Organization. If the council is to succeed, it must 
fill a need in the lives of the students. It cannot be successfully im- 


posed by the principal or the faculty. The council may grow out of 


the-riéed for supervising traffic in the corridors, from the desires of 


2 Van Pool, op. cit., p. 45. 
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2 Van Pool, op. cit. P- 45. 
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individual differences, providing 
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measurement of student progress, 
169 
motivation of students, 170 
placement, determination, 170-71 
school efficiency, surveying, 168 
standards for student achieve- 
ment, setting, 168-69 
student guidance, 170 
Textbooks: 
accounting for, 486-90 
curriculum, as, 150-51 
free, 485-90 
record forms, 487, 488, 489 
revolt against, 151 
"Theater, school, see Auditorium 
Therapeutic group activities, 304 
Thompkins, Elsworth, 322 
Thompson, N. Z., 345 
Thorndike, E. L., 212 
Throckmorton, A. F., 276 
Toilet facilities, 521-29 
Tours, 356-57 
Towne, C. F., 329 
Traffic in the building, 528-29 
Training: 
in MEC for participation, 313— 
4 


in-service, see In-service training 
principal, 583-84 
Transfer students, 57-58 
Transportation of pupils, 490 
interscholastic athletics, 326 
Traxler, A. E., 257 
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Treasurer’s receipt, form, 497 

Trump, J. Lloyd, 804-05, 306, 307, 
308, 310, 312, 324, 328, 329, 
330, 504 

Turnover, teacher, 373-74 
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Umstadtt, J. G., 349 
Unions, teachers’, 385-86 
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experience, 155-56 
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criteria of tests, 172-73 
Van Den Brink, 15 1 
Van Pool, G. M., 337, 849-50, 351, 
357 
Ventilation, 524-25 
Virginia plan, 381 
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record, 114-15 
time demands, 114 
home, by teachers, 546-47 
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prospective teachers, 378-79 
schools, other, 4—5 
Vitalizing instruction, 402-06 
Vitamin deficiencies, 127 
Vocational Blank for Men, 289 
Vocational counseling, 287-90 
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Weber, C. A., 111, 112 
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benevolent agencies, 236-37 
community, improvement in, 
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4-H Clubs, 238-39 
fraternities, 239-40 "n 
Future Farmers of America, 
Hi-Y Clubs, 239 
Junior Red Cross, 240 
juvenile court, 237-38 
pupils acting as city officers; 
school camp, 241—42 
social agencies, 236-87 
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Welfare in the community (cont.) 
sororities, 239—40 
summer recreation, 241 
youth groups, 238-39 
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Work program, 232-35 
experience as educational offering, 

238-35 
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advantages claimed for, 111-13 
parent, 552-53 

Wrightstone, J. W., 162 
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closing school year, 63-65 
annual report, 64-65 
close of school, 63-64 
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53 
opening of school, problems, 51- 
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Student participation should be introduced gradually. It may à 
out of the homeroom organization, a committee to handle a probler i 
such as traffic, or some other need which is felt by the students. a 
best for the council to begin small and grow big. The council one 
be chosen from the school in such a way that every student feels he 
is represented. If the homeroom is a unit of organization, pd 
representation is possible, and this has been found to be the oye 
frequent form of organization. In other schools, the representation i 
by organizations and the representatives report to the organizations 


on what happens at the council meeting. The homeroom epsa 
tion is the most satisfactory contact between the individual and the 
council. 


A study of 757 annual reports submitted in 1949 by members of 


stu 
the National Association of Student Councils reveals the following 
six arrangements for representation on the council: homeroom, 245; 
grade class, 216; homeroom grade class and activities, 207; at large 


74; grade class clubs and faculty clubs and other activities, 8.* 
The council should not be too large. If representation is by home 
rooms, a large school might 


easily have over 100 members on the 
council. Under such conditi 
chosen from the council and 
cil probably loses efficiency 


or forty, unless an executive 
tive action 


must re 
after it r 
committe 


port to it regularly. The d 
eaches a membership of thir y 
€; or some other plan for execu 


* E. B. Brogue, and P. 


in 89 
uncil Handbook, Bulletin 8 
(March 1940) 


chool Princi: als, p. 82. t 

of Secondary-Schoo] Principals, “Selecting Studer, 
fficers,” The Student Cou 

A Book for Student Cou 


Ol; 
neil in the Secondary Scho J 
ncils and Their Sponsors. Washington, D.C.» Nation? 
Education Association, 1950, p. 107. 


Council Members and O 
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he need rarely exercise. The principal should not decide arbitrarily 
what matters fall within the jurisdiction of the council. It is necessary 
to encourage action by the council and to assist it in defining its re- 
sponsibilities. Van Pool suggests there are areas-which can be-given 
over entirely to the student council. Included in these areas may be 
the management of the assembly programs or the operation of a 
lost and found department.’ In a second area there is need for co- 
operative action by the students and faculty. This is the area where 
most of the activities will be carried on. The third area is one in 
which the students have no authority or responsibility. Generally 
this is conceded to be the area of student discipline. The idea of the. 
student court has almost entirely disappeared from ‘the activities of 
the student council.® 
Internal Organization. The officers designated by the constitution, 
usually president, vice-president, secretary, and treasurer, should be 
elected. Committee organization will probably best care for the 
duties of the council. Such committees should consist of student 
representatives from both the council and the remainder of the stu- 
dent body, and of faculty representatives. These committees should 
have definite duties and should report to the council at appropriate 
intervals. Such committees are discussed in the section dealing with 
the activities of the council. If a council is to hold an important place 
in the life of a school, duly elected officers should be presented to the 
student body and installed in a dignified manner at an all-school as- 
sembly. The way in which this is done varies. Each school should 
of its own. Appropriate activities are listed in 


develop a ceremony `] 
the Student Council Handbook No matter what ceremony is 


adopted, the assembly at which officers are inducted should be a 
dignified one which recognizes that the presidency of the council is 
the most highly-honored position in the school. 

Standards for a good student council are: (1) it has clearly de- 
and responsibilities, which it understands; (2) it prac- 
principles in its operation; its constitution 
and democratically conceived; (3) it is sup- 


fined powers 
tices accepted democratic 
and by-laws are carefully 


“The Student Council,” op. cit., p. 45. 
on on the student council and the constitution for 


lt The Student Council in the Secondary School, op. 


5 G. M. Van Pool, É 

9 For detailed informati 
Such an organization, consu 
cit., p. 854. 


7 È. B. Brogue and P. B. Jacobson, op. cit., pp. 127-145. 
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ported by the faculty and the principal, who are p E z 
Council's role; (4) it has a sound functioning E 6 iin 
prestige, serves the school willingly, and enlists the ready coopera 

i tudent body.’ 

iom Performed by the Student Council. In the ah 
ported by Brogue and Jacobson, 24 types of activities were apes 
be performed two or more times by the 361 student councils. “aes 
activities are listed with the frequency of performance in Table 1. 


Table 1 
Activities or STUDENT COUNCILS AND FREQUENCIES 
OF PERFORMANCE IN 361 SECONDARY SCHOOLS? á 
Pre- 
Activity quency 


Social affairs ............ . FS 
Chartering of clubs .. 


123 
Proctor duty in halls 108 
Collecting and disbursing funds 42 
Managing elections 4l 
Welfare work ... 87 
Sponsoring plays, ete. 94 
Trial of acts of dishonor 9l 
Making and executing laws . 28 
Welcoming new students . 26 
Interscholastic relations 26 
Managing athletics .... 26 
Awarding letters and medals 22 
Appointment of fire chief , 18 
Appointment of committees 18 
Harmonizing activities , 17 
Directing honor system . 16 
Managing the cafeteria , 12 
Crusading against absence and tardiness 12 
Drawing up a budget ... 1 
Promoting school spirit , 8 
Making rules for letters , 6 
Keeping a scrapbook . 4 
Maintaining a scholarship fun 2 


The social activity most fre 
vey conducted for the N 
Principals, was promoting 
most frequently sponsored 


grams. In a considerable n 
with the 


quently performed, according to the ym 
ational Association of Secondary-Scho?, 
and conducting school dances. The edi 
activity was conducting assembly P7? 
umber of schools, the council planne : 
assistance of the faculty sponsor, the entire assembly p? 
8 Ibid., pp. 46-47, 


r 90. 
? Brogue and Jacobson, op. cit P: 
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gram for the year. Both of these activities, as well as most of the 
others listed in Table 1, meet the criteria for satisfactory student 
council projects. They are definite, they are being carried out suc- 
cessfully by a host of schools, and many of them relate directly to the 
activity program in which students are greatly interested and in 
which they should have a major responsibility for management. 

Probably no school would desire to have the council perform all 
of the activities listed. Perhaps there are other activities which are 
more desirable in individual schools. The following activities pro- 
vide excellent student council projects: 

1. Student Handbook. The publication of a handbook is a definite 
and desirable activity for the council to attempt, and one which may 
be expected to result in a satisfactorily completed project. Schools 
which have issued handbooks have been well pleased with the ac- 
tivity. Appropriate materials are discussed in the section which deals 
with school publications. 

2. Chartering Clubs. Many schools are beginning to consider the 
advisability of issuing à charter for a school club. This fulfills the 
requirements for an activity for the student council. Many student 
councils’ constitutions grant power to charter clubs, but have not 
designated a way in which this may be done.!? 

8. Extracurricular Finance. Budgeting of the extracurricular funds 
also offers a concrete problem which the council may solve. Some 

schools may not care to allow students to have legislative jurisdiction 
over the extracurricular funds, or to handle large sums of money, 
‘which are frequently involved. It should be pointed out, however, 
that it is not necessary to handle currency directly. Students may 
estimate income on the basis of past experience and allocate funds 
to the various activities on the basis of need, as shown by the re- 
quest of the officers of the organization. Such a policy was followed 
for many years at the University of Chicago High School with good 
results, The problem is real, is capable of solution, and is recognized 
as one of great importance. The council has shown the disposition to 
scale down the requests for funds, and to resist the efforts of organiza- 


tions to secure increased appropriations. 
In the survey of student council practices, conducted by Brogue 


10 For those who wish specific illustrations, Brogue and Jacobson, Student 
Council Handbook, Ch. 6, pp- 75-89, gives illustrations of the ways in which this 
is being carried out in individual schools. Certainly, if we believe that schools 
should check on the efficiency or appropriateness of activities, as set forth in the 
Principles of management, this is one area which offers great possibilities. 
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and Jacobson, a supplementary questionnaire on the student nor 
finances were sent to 500 schools. A total of 376 replies was — 
and tabulated. Of these schools, 89, or 24 per cent, indicated that the 
council exercised the control over extracurricular funds.1! The p 
dian sum controlled by these schools was $4,300. In two schools, t i 
council had control of $75,000 or more.!? If the council is to serve at 
the center of the extracurricular activities of the school, and the "e 
dence shows that this is the major function, then the council shou 
have legislative control of all of the funds. The practice of giving e 
control of funds to the student council is growing, as is evident by 
the fact that individual treasurers are now bonded for as much as 
$25,000.15 7 
Source of Funds. In most schools, the athletic program is the larg 
est single source of funds. Certainly no one believes that the money 
taken from athletic activities should be taken away from athletics 
and divided equally among the other activities, but it is also clear 


that spectators go to high school athletic contests because the piin 
pants represent the school. Equally good, or better, *sand lot" an 
"independen 


t' athletic teams draw only a handful of spectators 
where many high schools now play regularly to 15,000 or 20,000 pe” 
Sons per week. 


: FCR d 
If the principle of the income tax is fair, and the authors py 
that it is, then it wou!d be entirely reasonable for any school to ta 


the “paying” activity five or ten per cent and put these funds at th 
disposal of the stude 


nt council to subsidize those activities which are 
worthy but not able to draw gate receipts. Thus, for example, schoo 
plays and athletic contests, which are generally we'l-patronize® 
would be able to carry on without being harmed, and the counc! 
would have funds with which to sponsor worthy but low-income 2€ 
tivities. Until the > 


E 3 it 
council has some control over the purse strings 
cannot be said to 1 


have become the center of the life of the school. 
The Activity Ticket. A 


growing number of schools have adopted 
an activity ticket, which admits to all school activities, sometime 
including the yearbook and the newspaper. In some schools MW. 
ticket is sold for a fixed fee, say $3.00, but it is also available 0? s 
weekly payment plan of 10¢ for a 36-week program. Where the 2° 
tivity ticket has been inaugurated, it is customary for the council 
11 Ibid., p. 36, 


, 159. 
d 12 Ibid., P: 
13 Ibid., p. 179. For a full statement of finance activities, see pp- 174-199. 
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receive legislative control of the funds and to appropriate the re- 
ceipts among those activities which need support. The main benefit 
claim for the activity ticket is that it interests a larger percentage of 
students in activities, it provides a basis early in the year for organiza- 
tions to plan their programs, since they will know what money is 
available, and it provides an equitable distribution of finances among 
the organizations. It is an excellent contact for a student council.!* 
Seventy-six per cent of the schools in which the council has legisla- 
tive control of extracurriculum funds indicated that the council spon- 
sors an activity ticket.!* 

4. Guide Service. Guide service in the building, and ushering 
service for events held in the school are easily managed by students 
under faculty direction. Messenger service in schools that do not 
have internal telephone systems also meet the criteria of activities 
for the council. The "big brother" and *big sister" methods of ac- 


quainting new pupils with the school may well be a part of the 


guidance service. 
5. Social Affairs. In every school social affairs are held from time 


to time. Under faculty sponsorship, a committee may canvas the pos- 
sible events and dates, issue a social calendar so that the dates will 
not accumulate at the end of the term, and draw up rules for the 
conduct of social affairs. It may issue suggestions for diversification, 
so that everyone may participate and check up on the success of the 
social affairs so that improvement will result. 

Student Court. The student court is not a widely-developed ac- 
tivity in the secondary schools, nor should it be. In those schools 
where it has been employed successfully, principal, teachers, stu- 
dents, and parents speak of it in favorable terms. The criticism of the 
student court is that it tends to become student government rather 
than student participation in school control, and that it functions as a 
competing organization with the council. i ; 

The arguments against the student court are listed in the Student 
Council Handbook as follows:!* 


1. The school administrator cannot delegate the actual management of 
the school to the students. Therefore, if the student court is to handle any. 
cases at all, they must necessarily be minor and inconsequential ones. 

14 For examples of schools which have used the activity ticket, see Student 
Council Handbook, op. cit» PP- 147-159. T ' 

15 Ibid., p. 149. Op. cit., pp. 275-276. 
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Serious cases must go to the principal, or someone designated d 
The student court is then really only "play acting. 2. The stud en tel 
will minimize its own citizenship activities, if it, at the same time, : des 
upon to "punish" student offenders. 3. Unless the court is aep s 
well-handled, students will either resent its functioning a de |o 
the puerile attempts of other students to discipline them. T he i : d debe 
is worse than if nothing had been attempted. 4. There is ap eea 
ment which a student court can give that will do much goog STE oard 
ful that assigning a student to clean the sidewalk or wash the bla 

makes him a better citizen or increases his respect for citizenship. 


Additional Projects for Student Councils. In no sense is it s 
timated that the activities which are referred to here should be n 
ployed in any given school. They are listed rather ape 
what has been done. Quite a few schools report "mayor a o 
day” as one of the projects for developing citizenship. Many © " 
student councils have, in addition, carried out activities in the ROS 
munity which were involved with student betterment. been 
these should be undertaken in the community depends on the p^ 


losophy of the school and the rapport between the community a? 
the school. 


THE SCHOOL ASSEMBLY -— 
The school assembly is a development from the religious —À 
commonly found in academies and colleges. The public schoo 


sembly is, however, an educational rather th 
Assemblies, either at re 


every school. 


ais sxercise- 
an a religious exerci p 
: s s mo: 
gular or irregular intervals, are held in alr 


Assemblies are recommended as a unifying influence. Principals 
are generally emphatic in feeling that regular assemblies are nece 1 
sary. Morning assembly periods have been found more successi 
than those in the afternoon by nearly three-fourths of the scho? i 
which have been studied.18 The frequency of the assembly r 
varies from every day to very infrequently. Modal practice ia dn 
center around the weekly exercise, with the middle of the week 
vored over any other day. Monday was the least-favored day.” " 

Many principals are faced with several successive assembly P s 
riods on the same day, or an assembly period each day for perhap 


17 See Student Council Handbook, op. cit., pp. 217-245. pul- 
18 N. Z. Thompson, “School Assemblies,” Vitalizing Student Activities, 
letin 184, National Association of Secondary-School Principals, p. 160. 

19 Thompson, op. cit., p. 161. 
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three days each week to accommodate all of the students because 
the auditorium is too small. In some schools, the assembly is a float- 
ing period replacing the first, second, third, or fourth period in suc- 
cession, as the weeks pass. There is some evidence, presented in the 
preceding chapter, that students feel that such practice is thoroughly 
justified, and satisfactory. 

It is generally agreed that assembly programs should not be less 
than 45 minutes, and probably not more than an hour.2? There should 
also be proper display of the country's flag, the state flag, and ap- 
propriate decorations on the stage. It is well to have a ceremony in 
developing proper appreciation for the assembly. The final length 
of the assembly must depend upon the character of the program. If 
there is a set ritual which precedes the assembly, such as reciting the 
school creed, singing the school song, or the like, the period will of 

the ritual is omitted. In general, it is de- 


necessity be longer than if 
sirable to have the assembly short enough so that it cannot be tire- 


some and so that the pupils go away feeling that the program was 
all too brief. 

Many claims have been made for the assembly. Among these are: 
serving as a means of developing public opinion, exploring various 
phases of the school life, unifying and integrating the life of the 
school, widening and deepening the student's interest, and aiding in 
the development of appreciation. The assembly also offers an op- 
portunity for self-expression, and for the development of proper 
audience habits. Certainly assembly programs should be varied, and 
most of them should have some relationship to the life of the school. 
An occasional program of entertainment, bearing no relation to the 
life and work of the school, may be very desirable, but programs of 

quent. Commercial entertainment, 


this type should not be too fre 
such as movies and paid commercial talent, are becoming more fre- 


quent in school programs. : i 
As illustrations of worthwhile and interesting programs, the fol- 


lowing are pertinent: The French Club ofa Mid-Western high school 
presented in French a dramatization of the story of Cinderella prop- 
erly costumed. Not all the students in the audience understood the 
words, but they fol'owed the story easily and with interest. The pro- 
gram originated in class interest, and it resulted in the enrichment 
of class work. Special days, such as Christmas, offer splendid op- 


20 Ibid., p. 162. 


— 
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portunities for dramatic productions of a serious kind, which may 
both observe the season and provide a message for the students. z 
assembly award near the end of the year, at which all the epa 
the year are presented, is excellent for unifying the school. on 
furnishes a fitting climax for a series of assembly programs es N 
year. Programs by musical organizations in the school are T 
well received, as are programs planned to illustrate club — 

In an unpublished study, in which over 20 assemblies were s ; 
by students on the scale of from one to five, the best liked assemD y 
programs were dramatic presentations, which had some relation- 


Ship to the life or work of the school, and which were presented by 
students. 


Financing Assemblies, When the N H it 
ondary-School Principals made a survey of assembly practices, 5 
was found that assemblies were financed more commonly from the 
activities budget than from publie tax monies, but the practice 
Seems to be shifting. The assembly has been recognized as an in- 
tegral part of the learning situation and has received appropriations 


from the general budget under instructional materials or audio- 
visual aids, 


ational Association of Sec- 


bly. The most difficult problem, 
; is being solved in a number of schools. Inatten- 
tion, disrespect, mob reaction, and disorderly conduct are rapidly 
disappearing from the educational scene, Simple solütions, such a 
seating order, impressive presiding, regulated movements into anc 
out of the auditorium, sufficient entrances and exits, and accousti- 


cal treatment ha Proper coaching on the 


so 
can be heard, has al 
lem materially, 


Rips isfied 
orts indicate that students are not as well satisfie 


viously. Their taste has bee" 
novies. Furthermore, youre 
ney can attend theatres, j^ P 

Programs, Consequently, t : 
School actors and musicians are not always . 
actory. In general, however, if student-produced programs K 
eal to the greatest number, amate" 


njoyed thorou ghly. 
21 Ibid., p. 163, 


* 
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Teachers continue to be concerned about the unwillingness of 
———— 


students to participate in assembly programs. Hearty co-operation 
of students. and teachers in a faculty committee, which plans as- 
semblies, will do much to solve this problem. Thompson lists the 
following types of assemblies as having found wide acceptance: 
Orientation—Programs which introduce new students to the school, its 
activities, and its personalities, as well as its regulations, requirements, and 
opportunities. Demonstration—Programs which show the work of class- 
room or club in a dramatic and interesting form. Audience Participation— 


Programs which involve audience questions and answers, group responses, 
and singing. Informational—Programs in which students learn about the 
major problems of their community, national affairs, foreign people, and 
career opportunities. Inspirational-Programs which give youth ideals, 
moral and spiritual values, enthusiasm for life, and determination for 
progress, Audio-Visual—Programs which use radio, television, recordings, 
motion pictures, slide film programs. Commemorative—Programs which 
are designed to preserve the heritage of the American nation and for cele- 


bration of its holidays, remembrance of its great men, perpetuation of its 
customs, and re-enacting of its local lore. Cultural—Programs known 


widely as “paid assemblies” or “guest performances,” which are presented 
by professionals or outstanding amateurs, and which are intended to 
broaden the horizon and deepen appreciation of the arts.?? 

Administering Assemblies. If the Committee on assemblies is rep- 
xesentative of all groups in the school, the younger members will 
grow into their responsibilities as the Seniors graduate. Coaching by 
the faculty advisor will enable students to preside at assemblies, to 
introduce speakers, or to announce programs. 


. Infrequently the principal should appear to speak briefly, unless 
the ritual requires a more frequent appearance, for example, in lead- 
ing the recitation of the school creed. But he should seldom, if ever, 
appear to make announcements. Students should never be in doubt 
as to the character of a program to be presented, By way of illustra- 
tion, there may be mentioned an experience with 1500 students to 
whom a serious Armistice Day program was presented against the 
background of an American cemetery in France. No explanation of 
the program was given beforehand, and the students assumed that, 
Since the big game of the year was to be played on the following day, 
the assembly program was a farce depicting the results to the adver- 
saries on the gridiron. The program was ruined, and those in charge 


were properly chagrined. 
22 Ibid., p. 167. 
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In seating pupils at an assembly, it is a good practice in — 
schools to assign students by grade, and to have teachers sents Hi : » 
the group. At,the junior and senior high school level, many sc " E 
have found it advantageous to allow students to seek places x s 
auditorium under the guidance of an ushering committee, Fun 1 = 
responsible to the student council. Some students, even in the Lid 
regulated schools, at times violate proper standards of EE -i 
very effective treatment is to revoke the privilege of attenc me 
temporarily, and to segregate the guilty person for a time in an a 


A E ers but 
joining room, where he can hear the enjoyment of the others bt 
have no part in it. 


In large auditoriums the 
students without confusion 
propriate music, es 
so fortunate as to 
fusion and noise du 

Standards for As 
they must be eval 
developed in the 


problem of bringing in several hundred 
is one which must be considered. Age 
pecially organ music in those schools which are 
have the equipment, acts as a deterrent to con- 
ring entry and exit of the students, 

sembly. If assemblies are to be of maximum value; 
uated with care periodically, Standards may be 
light of the objectives which assemblies are ex- 
pected to serye, Every school should check its assembly program 
occasionally against these criteria 


C é 
; and take proper steps to impr 
programs which are uns 


velop 
atisfactory. Many schools prefer to dev Eo 
their own Criteria, but for those who wish to check against 


thinking of others, the *Checklist for Assemblies” in Evaluative Cri- 
teria may prove suggestive,23 


CLUBS re 
Organized clubs are characteristic of student life from the eleme! 
tary school through college, a 


ife 
nd are characteristic of our adult en 
as well. Clubs exist for almost every purpose. Gray characterizes t 
types as follows:24 


“Student Clubs,” Bulletin 184, op. cit., pp. 82-84. 
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can have an interesting program by having a Roman banquet or pre- 
senting a day in a Roman school. 

Mathematics and Science Clubs: In small schools mathematics 
and science groups have been consolidated, but in the larger schools 
they are usually separate. 

Current Events and History Clubs: Such clubs are interested in 
international round tables, or in problems of government, or in 
visiting local governmental projects. 

Health and Physical Education: One of the most successful series 
of such clubs has become the Girls’ Athletic Association in many 
systems. Other physical and athletic clubs are tennis, bowling, 


swimming, and badminton. 
Gruhn also lists a large number of clubs found in junior high 


schools.?* 

Clubs have been classified as (1) student government and school 
service, (2) honorary organizations, (3) social and moral leadership 
clubs, (4) departmental clubs, (5) publications and journalistic clubs, 
(6) dramatic clubs and literary societies, (7) musical clubs, and (8) 
special interest clubs. A club which serves as a service organization 
is the Newscasters’ Club in the Wilson High School in Washington, 
D.C.** Other special service activities may be found in a number of 
schools. 

Clubs and the Curriculum. Many examples of close relationships 
between the club and the curriculum may be mentioned. In Newark, 
New Jersey, for example, a club of boys and girls was formed because 
of an interest in radio. They wrote script, used recording machines, 
and visited radio stations. In due season such a club was replaced by 
a radio workshop, authorized to give school credit." The Future 
Teachers of America (FTA), affiliated with the National Education 
Association, is being organized in an increasing number of schools in 
an effort to stimulate an interest in the teaching profession. Members 
of the Farrell-McGuffey Chapter of the FTA in Franklin, Ohio, assist 
in regular classroom teaching in both grade and high schools and 


25 W, T, Gruhn and H. R. Douglass, The Modern Junior High School. New 


York: The Ronald Press, 1947, pp. 3: 59. 
26 Ann Ellis, “Significant News of the Day Broadcast to Student Body,” School 


Activities, Vol. XX (February 1949), 204-205. : 
27 C. M. Cullimore, “Radio Workshop," The English Journal, Vol. XXXVIII 


(June 1948), pp. 318-320. 
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serve as guides for visitors and help in grading papers and making up 
reports. 

Basic Considerations Which Affect Clubs. Many benefits of club 
membership have been claimed. The following criteria for judging 
a club embody the basic problems about which the school principal 

must be concerned: (1) Is the club program headed by a capable; 
sponsor? (2) Are the club offerings varied to meet local needs? (3) | 
Is the program dignified by a definite place in the daily program? 
(4) Is the club sponsored by competent faculty members—trained, 
interested, enthusiastic, cooperative? (5) Is membership limited to 
students of like interests and with the abilities to profit from the 
experience? (6) Are self-perpetuating organizations excluded from 
the sponsored list? (7) Are definite and worthwhile purposes required 
before a club is chartered and approved? (8) Are offerings limited to 
local facilities and actual needs? (9) Are all offerings authorized by. 
a local authority? (10) Is there general participation by the student, 
body scheduling the club meeting? 

Club Programs Are Gradually Securing Time in the Daily Sched- 
ule, either through the regular class period or more frequently 
through an activity period, rather than being forced to meet after 
school. If the principal and the faculty believe in the educational 
value of clubs, and if the student council has something to do with 
chartering clubs, there can be little justification for not providing time 
for meeting during the school day. The frequency of club meetings 
varies greatly—the modal practice is weekly meetings. The next most 


common practice is meeting every two weeks. The average length of 
life of clubs has been found to be five years, but for special interest 


groups the average may well be less than half that. This indicates that 
special interests change from time to time, and that clubs are organ- 
ized to care for student interest and disappear as the interest wanes: 
Some persons have objected to clubs on the ground that students tend 
to join those in which their friends are members, or which are spon- 
sored by popular teachers, The objection is not well founded. If the 
students, at the time of joining activities, do not know one another: 
they should have an opportunity to become acquainted through the 
pursuits of common interest and through co-operative effort to the 
realization of common ends. 


28 J, A. Dormady, "How Our Fu 


ti 5 ol 
Activities, Vol. XX (April 1949), 265.996. CPS Serve the School,” Scho 
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THE HOMEROOM 


Strictly speaking, the homeroom is not an extracurricular activity, 
but its organization occupies such a fundamental place in the opera- 
tion of activities that a discussion of the subject would be incomplete 
if homerooms were omitted. The homeroom is basically a method of 
accounting for students and assisting in the group guidance program, 


as well as a means of facilitating the administration of the school. 


quently records of attendance are kept, and minor disciplinary cases 
are handled. In many cases, particularly in the elementary grades, the 
homeroom sponsor teaches a part, or all, of the daily program of the 
students who are enrolled in the room. 

In the homerooms, campaigns—such as are periodically sponsored 
by the yearbook—and drives for the Red Cross or some other worthy 
purpose, such as the sale of activity tickets, may be carried out. Rep- 
resentatives are elected by the homerooms to the student council, 
which acts as a clearing house for all school activities. The student 
council representatives, in return, report on the activities of the coun- 
cil, assembly, budget, clubs, corridor traffic, or whatever is discussed. 
From the standpoint of extracurricular activities, or general school 
st way to organize homerooms. The pre- 


organization, there is no be: 
students by grades and to scatter them 


vailing practice is to group 
alphabetically through the rooms in the grade. 
*? reported the homeroom organization in 


McFarland and Umstadtt* 
use in 215 secondary schools in Texas with enrollments ranging from 


under 200 to over 3500 students. In 52 per cent of the schools, the or- 
ganization was originated by the principal, and in 24 per cent, by the 
faculty. The homeroom was organized as a device for carrying on 
guidance in 67 per cent of the schools. Other purposes leading to its 
establishment werey(1) to serve as the basis for school activities, (2) to 
facilitate administrative and clerical work, (3) to serve as a unit for 
student government, (4) to provide experience for students and demo- 
cratic practices, and (5) to develop good morale. In the judgment of 
77 per cent of the principals, the homeroom had a wholesome effect 


upon the school, while 1 per cent considered the effect negative. 


According to Van Pool, the objectives of the homeroom are: (1) to 


handle routine school business efficiently, (2) to develop a good atti- 


and and J. G. Umstadtt, The Homeroom in Two Hundred and 


29 J, W. McFarl. 
: d lary Schools. Austin: University of Texas, 1948. 


Fifteen Texas Second 
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tude between students and teachers, (3) to provide an opportunity for 
student guidance, and (4) to develop healthy school spirit.*° 


CLASS ORGANIZATION 

Some school principals feel that a well-organized homeroom ayain 
obviates the necessity for class organization. In other schools only t aa 
upper classes are allowed to organize. Certainly there are — E 
the effectiveness of class organization; if the enrollment is large, the 
business of the class cannot be carried out efficiently except by com- 
mittee action. The factor which should determine whether classes are 
to organize formally is the amount of activity which they are allowea 
or expected to sponsor. If the class is to sponsor social events, or 1 
there are other activities which need to be cared for, class organiza- 
tions can be valuable. 

Financial Problems. Classes sometimes raise a relatively large sum 
of money to finance the senior trip, special publication, or a gift to the 
school. These funds may be raised as the result of dances, programs; 
and the like, as well as by assessed dues. Dues as high as a dollar a 
Semester are not infrequent. Questions must be raised concerning 
these dues. Do these activities add to the hidden tuition costs??! Does 
the burden cause some students to drop out of school? If so, should 
the funds be provided from tax sources? 

Class rings and official clothin 
an expense to students, Many pr 
purchases, but they find local tr: 


g for graduation may also constitute 
incipals would like to eliminate such 

aditions too strong to discontinue the 
practice. One means of lowering the cost of class rings and pins that 
has worked satisfactorily is to adopt standard jewelry that may be 
purchased at retail stores upon presentation of an identification car 
by the student, 


If the class has certain definite duties, such 
play, or collecting money for securing distinc 
ably wise to have specialization among the sp 


as the preparation of a 
tive jewelry, it is prob- 
onsors, 
COMMENCEMENT 


Commencement can scarcely be regarded as an extracurricular aC 
tivity, since it follows completion of the curriculum. There is, how- 
ever, no better place for the topic to be treated briefly in this volume: 


30 G. M. Van Pool, *The Homeroom,” Bullet; i jjation of 
Secondary-School Principals, pp. 150-151. iti gts 

31 See H. C. Hand, Principal Findings of the 1 si ies of thé 
Illinois Secondary School Guneak, EA a A Bade Biuian 


in Chapter 14 above. 
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Certainly in an articulated system, there should be only one gradua- 
tion at the end of the highest unit which the system maintains. It mat- 
ters not whether that point be reached at the end of the 12th grade ir 
the senior high, or at the end of the period devoted to general edu- 
cation, which is increasingly becoming recognized as 14th grade, or 
the end of the junior college. Before that point, at the end of the ele- 
mentary school and junior high school period, promotion or leaving 
day exercises are more appropriate for the emphasis of the unity of 
the school system and the necessity for continuing in it. 
New Types of Commencement. The traditional high school com- 
t, with a guest speaker providing words of wisdom to the 
graduates, is being replaced in many schools. Frequently a group of 
carefully trained students, selected for speaking ability rather than 
scholastic achievement, occupy the time formerly allotted to the 
speaker and discuss topics of interest to the students and the adults. 
This may take the place of the speaking program, or a pageant or 
combination of these types may be substituted. Both students and 
adults are favorably impressed when the school presents such a pro- 
gram, rather than the traditional commencement program. In a study 
made by the National Association of Secondary-School Principals, 
more than 65 different types of activities were reported as being held 
during the final week of the senior year. Among these were the senior 
prom, senior class night, alumni day, baccalaureate, awards program, 
and commencement.?? The National Association of Secondary-School 
Principals publishes a volume each November known as the (Year) 
Commencement Manual. This book contains a summary of high 
ams, including complete scripts of both tra- 


school graduation progr 
ditional and newer-type programs. The descriptions, assembled each 
year by the National Office, come from all sections of the country and 


represent a great variety of types of schools. 

If a newer type of program is to be developed, and the authors sin- 
cerely believe that there should be, early planning is necessary. Cer- 
tainly, plans of the program should be begun before the first of Janu- 
ary. In general, commencement programs should not be too long. An 


hour and a half over-all ought to be the limit. There is a definite trend 
vn at commencement time. Van Pool re- 


toward the use of cap and gov nce 
ports that at least 85 per cent of the nation’s high schools use caps and 


mencemen 


32 W., E. Hess, “The Commencement Program," Bulletin 184, The Associa- 


tion, pp. 195-196. 
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gowns, and that almost all of the schools secure them by rental. js 
teen different colors are reported in use, with grey in first place, = 
blue a high second.?* Appropriate music by school organizations adds 
to the solemnity of the program. Appropriate decorations also add 2 
the dignity of the occasion. Many schools, through the newer types 9 
commencement program, utilize commencement as a unique oppor- 
tunity for the cultivation of the school and community relations. 
Honor Societies. The first honor society which aimed to promote 
high scholarship in the American secondary schools was Phi Beta 
Sigma, founded in 1908 at the South Side Academy in Chicago. This 
Society continued when the Academy became a part of the University 
of Chicago High School in 1904. It still exists as an independent honor 


Society that conforms to the rules and regulations of the National 
Honor Society. The need for recognition of schol 


arship led to the 
founding of the latter or 


ganization in 1921 by what was then the De- 
partment of Secondary-School Principals, National Education As- 
sociation. Since that date, more than 3,310 senior high school chapters 
with over 1,450,000 members, as well as 550 chapters and 750,000 
members in the National Junior Honor Society, have been estab- 
lished.** Other national organizations with less prestige than the Na- 
tional Honor Society are the National Thespians, the National Foren- 
sic League, and Quill and Scroll. Certain commercial firms, in an 
effort to sell insignia, have conceived the idea of fostering additional 
organizations which purport to be national in scope. So far none O 
these have been conspicuously successful. The effort, however, is a 
commentary on the effectiveness of the national organizations, partic" 


ularly the National Honor Society, No principal can overlook the ad- 
vantages which may accrue to the school from a local chapter of an 
honor society. 


Social Activities. Probably no school exists in which there is ? 
complete absence of social events sponsored for the students, and iP 
no school are the social events extensive enough to satisfy the desires 
of some of the students and their parents. Social affairs may be spon" 

33 Van Pool, “The (February 1952), National 


Association of Secondary-School Principals, p. 203, > 
34 M. M. Chambers, Youth-Serving Organizations: National and Non-Gover”? 
mental Associations, i 


i Washington, American Coun 
F ion about the National Honor 
dary-School Princi 


cil on Education, 1948, P- the 
Society can be secured from 5 
pals, 1201 Sixteenth Street N- 
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sored by clubs, classes, or other organizations within the schools. 
Some are limited to special groups; others are planned for the entire 
student body. Activities may include picnics, afternoon dances, moth- 
ers’ teas, semi-formal evening parties, costume parties, and parties in 
observance of the special days required by state law. The objectives 
of the social program of a school cluster around two major aims: (1) 
the establishment of emotional security for the individual; and (2) the 
development of wholesome inter-personal and inter-group relations.** 

Planning School Parties. Parties may be carried out more success- 
fully if they are planned under the direction of a social committee, 
sponsored by a faculty member. The Social Committee should con- 
duct affairs of general interest and make suggestions to those in 
charge of the parties for special groups. For parties to be maximally 
successful, the Social Committee should make a study of games and 
be ready to suggest appropriate ones for the age level in attendance. 
The committee should also set standards for conducting parties, in- 
cluding such items as decorations, costs within limits of the funds 
available, check-up on the return of materials borrowed within the 
school, Standards for decorum may also be worked out and inaugu- 
rated by the social committee. Entertainment of various sorts must be 
provided at evening parties for those who do not dance. If dancing is 
to be featured at school parties, an opportunity to learn to dance must 
be provided through the physical education classes, or through the 


noon hour program. 


School policies relating to dances need to be carefully determined 


in advance. Standards for invitations, dress, decorations, chaperons, 
pay of the orchestra, opening and closing hours, leaving the dance, 
and the building in which the dance is to be held must be thought out 
and announced in advance. | 

The problem of guests who are not enrolled in the school is always 
a difficult one. In small communities, the intermingling of out-of- 
school youth and students may have some plausible reason, but in an 
urban area, it can scarcely be accepted. In either case, supervision is 
made more difficult, even though invitations must be approved in ad- 
vance. In general the dangers outweigh the benefits, and most school 


principals will not approve out-of-school guests. r 
Students in many communities are cooperating with adults in es- 
35 N, Z. Thompson, “Social Activities,” Bulletin 184, National Association of 
Secondary-School Principals, p. 115. 
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tablishing youth centers as a part of providing recreational opportun 
ties for young people. The Y.M.C.A., or a vacant building, may : 
equipped with a snack bar, coke machines, ping pong facilities, an 
the like. a 
Additional Considerations. Parties for students in junior hig 1 
school are probably best held in the afternoon. Senior high e 
parties often take place in the evening from 8:30 to 11:00 or 11: 30, 
although informal mixers are held in the afternoon. School parties 
should be held in the school building as far as possible, although ee 
functions, such as picnics, cannot ordinarily be held on the schoo 
grounds, If social affairs are held away from the school, the question 


of cost, dangers to be encountered, and the like, should be carefully 
considered and discussed with the 


entire event with the 
Social Committee 


Speech, Dramatics and § 
dramatics, whether the p 
though it may be desirable to have a car 
advanced dramatics club 
for those who wish to lea: 


ghts and the properties. A? 
aculty Supervision, can take care 9 
and account for the proceeds to ihe 
s it is customary to have duplicate 
ns. If two performances are plannet? 


other group of students, under f. 
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this method allows everyone in the cast to participate. It also prevents 
the postponement of the production, in case of illness of a partici- 
pant shortly before the scheduled time. In fact, it is to be commended 
in that it increases student participation. There are now three national 
dramatics organizations which attempt to improve school plays— 
The National Thespian Society, The American Educational Theatre 
Association, and The American National Theatre.?? It is estimated 
that at least two-thirds of the public and private high schools sponsor 
dramatic activities at one time or another during the school term. It 
is also estimated that at least one-third of these schools have dramatic 
clubs under faculty supervision for the presentation of plays, pag- 
eants, and assemblies as their principal activity.?* A survey conducted 
by the National Thespian Society indicated that member schools av- 


2 full length plays, but this does not include operettas, pag- 


erage 2.2 
eants, musical shows, and other performances. In addition, there were 


about 3.5 one-act plays. 


Three hundred and seven of the schools reporting also presented oper- 
views, musical shows, and choral festivals. Two hundred 


and fifty-nine of the schools reporting also participated in drama festivals 
and contests that year, while two hundred and thirty-four were also active 
in radio broadcasting activities. It is no exaggeration to say that the total 
number of dramatic productions, including one- and three-act plays, 
pageants, reviews, operettas, and other musical shows among at least half 


of our secondary schools exceeds 75,000 each year.98 
Bavely defines three groups of schools: First, those that have dra- 
matic departments. They may also have activities in radio and other 
areas of speech. There are very few such schools. The second group 
offers a course in dramatics, and present several full-length plays, but 
these, too, are few in number. The largest group confine their activi- 
ties to production of one or more plays a season, with some faculty 
member serving as the coach. . " 
Debating. Debating is à potentially valuable activity, but for- 
malized debating has almost disappeared from the secondary School. 
The desire to win is so heavily emphasized that it is not uncommon 


ettas, pageants, re 


36I, C. Miller, “The Dramatic Arts,” Bulletin 184, National Association of 
Secondary-School Principals, p. 78. 

Eu e ee P ae Status of Dramatic Arts in Secondary Education,” 
Bulletin 166 (December 1949), National Association of Secondary-School Prin- 
Cipals, p. 27. 

35 Bavely, op. cit, p. 28. 
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to find the coaches writing set speeches and planning rebuttals to 
such an extent that the students had nothing to do but repeat what 
the coaches had prepared. Debating has also been accused of devel- 
oping superficiality, insincerity, and glibness. Unfortunately, this 
accusation has been true all too frequently. As a result, debating has 
been dropped from many schools, and interscholastic competition 
has been eliminated. The debate should more closely approach the 
meeting now known as the open forum that is used extensively in 
adult meetings. Such practices will not prove satisfying to those who 
have enjoyed the older type of debating, but it is more defensible edu- 
cationally. Extemporaneous debating, in which each team prepares 
both sides of several questions and draws one by lot shortly before 
the debate time, does not have much to recommend it. 

Speaking Contests. In some schools the custom persists of having 
students memorize dramatic, oratorical, or humorous selections, and 
"polish" them under the direction of a coach so that they may excel 
in interscholastic competitions. Such practices cannot be justified 
educationally. The student who knows only one selection has not 
learned to speak effectively. The practice of holding extemporaneous 
speaking contests is much to be preferred. In preparation for these 
contests, students read widely, usually on contemporary affairs, ther 
shortly before the contest they draw topics by lot and prepare a brie 
speech without the help of others. Such a procedure is educative in 
that it provides training in organization and presentation. 

Tours and Out-of-School Experiences. It is becoming increasingly 
common for high school students to make a trip of a day to visit some 
educational activity or to make a longer tour, say to visit industry or 
the national capitol in Washington, or for some other purpose. They 
are planned to motivate, supplement, and vitalize the curriculum, b 
develop desirable character traits, to provide an opportunity y 
satisfy the urge to travel. The school trip should be the result of $ 
need on the part of some class, School trips have been made by P 
vate automobile, bus, train, and airplane? If a trip is to be of any 
great length, it is necessary to secure parental and community sup” 
port. A committee of faculty and students would undoubtedly hav? 


community members advise on procedures which need to be foj 

lowed. In commenting on the long trip, Reid says, in part: 
39 L. M. Hall, "Seeing the Unite i jvitie® 

penas dr eo States from a School Bus,” School Acti"! 
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Train trips are especially worthy of recognition. Many pupils have never 
had the opportunity of sleeping or eating on a train before, and the ex- 
perience is enlightening. Great care should be given to the preparation for 
a long journey. Pupils who go on the trip should do all of the planning. 
Usually a large sum of money must be earned to cover the expepses. If 
this is done collectively on an equal basis, pupils will receive greater bene- 
fits than if they secure the money by private means. One school, whose 
pupils have taken many trips to Washington, uses a plan in which all 
trippers’ work is evaluated in hours. Pupils receive credit for participation 
in plays, operet 
tirely creative, 
as much credit as so 
$920 profit.!? 

The types of schools' trips have been listed as (1) the short walking 
trip, (2) the bus trip within the radius of the community, (83) the 
longer bus trip to neighboring cities, (4) the exchange trip with other 
schools within or without the city, (5) the orientation trip—visit to 
prospective schools, (6) the day camp trip, (7) the weekend trip, (8) 
the youth hostel trip, (9) the long trip by bus, (10) a tour and camping 
trip, (11) the permanent school camp, (12) the exchange trip. 

It appears likely that the school principal who has not had experi- 
ence with school trips will be obliged to reorient his thinking about it. 


OUT-OF-SCHOOL EXPERIENCES 

There are many types of out-of-school educational experiences. 
Some of them are work experience. Others are associated with the 
social service in settlement Or neighborhood houses. Y.M.C.A., 
Y.W.C.A., Boy and Girl Scouts, Camp Fire Girls, and a host of others 
are all included under this heading. A recent listing by Van Pool is 
illustrative? He lists more than 90 national organizations which deal 
with and appeal to high school youth. Among these are the American 
Junior Red Cross, the Boy Scouts of America, Boys' and Girls’ State, 
Camp Fire Girls, 4-H Clubs, Future Homemakers of America, and 
the Hi-Y Club. The list is in no sense inclusive, and is representative 
of organizations which appeal to young people and from which much 
can be expected in the development of youth. Again, it is important 


tas, and the like. The contribution to a bazaar may be en- 
decorations for booths and posters, yet the pupil receives 
mebody who operates a ginger ale booth and made a 


30 Norma Reid. “Educational Trips,” Bulletin 184, National Association of 


ior Seb Principals, p. 14 
d, 


41 Rei it., pp. 140-145. A 
42 ier eae Back “The School and Other Youth-Serving Agencies,” ibid., 


p. 111. 
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a T G8 
to have in the schools a director of extracurricular activities, to $ 


that proper sponsors are chosen and that the activities conform to the 
purposes of the school program. 


MUSIC ! 

In many schools music activities have been placed on the X 
schedule, and credit is given toward graduation for membership e 
the group. Even in such schools, much time is spent in activiti ° 
outside of the regular music classes. There may be an appreciatio 
club, dance bands, a woodwind sextet, a bugle corps, and er 
other types of special groups. Most schools are moving toward S 
point of view which regards music as an experience for a very ed 
percentage, or, if possible, for all of the students who are enro s 
in the school. The cost of participating in music activities constitu! à 
a problem to many students. Instruments, music, supplies, naire 
or special dress, and transportation are all expensive. Moreove® 
practice time may prevent students from working for money. "- 

Individuals and organizations in music frequently receive me 
tions to perform in public. Such appearances provide the school w - 
an opportunity to build good-will in the community, as well oii i 
provide community groups with valuable service. The por 
should be planned to produce favorable attitudes on the part of t is 
community. This does not mean that only the most talented a 
should perform. Adults are interested in efforts of persons who ale 
the process of developing. «cori 

Music Contests. Contest participation for musical organizatio f 
has sometimes resulted in interference with the development 9 , 
broad type of program described above. In general, contests are MY oft 
less to be preferred than music festivals, where groups from ar 
schools get together and are not judged in relationship to who e 
best.!? Special types of festivals include not only band and larg 


A yin 
instrumental groups but vocal groups, solos, ensembles, st 
groups, and other combinations. 


SCHOOL PUBLICATIONS are 
The School Newspaper. School newspapers of many kinds MW. 
found ranging from daily newspapers published in the printshop s y 
written by the news-writing class to a simple publication written 


apara OU 
43 For an exposition of the music festival, see Van Epp Lawlor, Extra 
ricular Music Activities,” ibid., pp. 185-186. 
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members of the class and produced in a manuscript edition which 
is read to the class. Between these extremes are the mimeographed 
paper issued irregularly or infrequently, the column or page in the 
local community paper, and the weekly school paper. In the lower 
grades, the informal paper may be told to the students or written 
on the blackboard by the teacher. The cost of these publications 
varies from nothing, in the case of the manuscript paper, to several 
thousand dollars in the case of daily papers with large circulation. 
Boyle indicates that the cost of newspapers, yearbooks, magazines, 
handbooks, and alumni bulletins is more than $10,000,000 annually. 
thousand secondary schools are estimated to have 
and 4,000 persons come as delegates to school 
uch as the Columbia University Press Confer- 


Twenty-four 
school publications, 
press conferences, s 
ence, 


The Purpose of the School Paper. The purpose of the school paper 


is to publish news, short stories, or essays. Student compositions 
belong in the magazine, rather than in the paper. The paper should 
interpret the school both to the students and to the patrons. News- 
worthy happenings in the school may be interestingly written, and 
thereby help build a desirable spirit within the school. Boyle says, 
Through no organ of similar personal appeal on his level is the high 
School student approached. Here is his environment clarified and inter- 
preted for him. While he reads his school paper, he is informed of his own 
world, guided personally, vocationally, and educationally and influenced 
toward desirable attitudes and habits, good taste, tolerance, sound think- 
ing, citizenship, and school spirit.“ 
sofa physically attractive school paper, 
adequately covering school affairs, and in a wholesome fashion, is a 
favorable one. Forward-looking schools use the newspaper as one 
of the principal mediums of interpreting the school to the public. 
This requires that school papers be carefully prepared and edited, 
and it requires a good spirit between the adviser and the staff. Boyle 


adds, 
The editors are their own censors, conscious of their responsibility, ca- 


pable of deleting defamatory or intimate matter, or rumor as not belong- 
ing in the columns of their paper. Taboo are gossip columns, for which 
can be substituted lively personality sketches or roving reporter columns 


“Student Publications,” ibid., p. 57. 


The impression on patron 


44 Regis L. Boyle, 
45 Ibid., p. 57. 
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The Program of Participation in Intramurals. The program s 
tramurals is developed almost entirely since 1925 and is P i o: 
extensively employed in the American schools. It is not at a deed 
usual to find 75 per cent of the boys and girls in the junior " - 
school, or more than 50 per cent of the total enrollment in the LE. 
high school engaged in one or more parts of the intramural ati d 
program. The most common sports included in junior M d rd 
programs are basketball, field and track, and baseball. Tackle hogs 
ball is not generally approved at a junior high school level, bec d 
very careful efforts are made to see that the teams are evenly grac A 
as to weight, and that complete protection in equipment is Mes uei 
In the senior high school the same sports are common, but ie 
gains in popularity, as does golf. For girls, basketball and ul 
ball are the most frequently mentioned sports, but tennis, fie 
hockey, and softball are gaining in popularity. hich 

There has been the feeling that sports should be developed whi 7 
have a carry-over to later life; however, the nature of the adolesom i 
does not make this entirely possible. The more active and jen a 
Sports appeal to adolescents. In some schools it is possible to ed 
age horseback riding or swimming, and in certain regions, ae 
and other outdoor winter sports are popular. Fly casting, horses of 
pitching, social dancing, archery, hiking, and other sports put 
sibilities both for individuals and groups. Each school must dev pe 
à program which fits the peculiar needs of its location, facilities, ? 
student population, 


Administering Intramur 
selecting pupils for partici 
in a particular grade. Oth 
physical education, enrol 
age. Each of these base: 
ing in intramurals is t 
that close competition 
286, weight, and hei 
ing student cl 
mend it. 


PME 
al Sports. The most frequent basis pa 
pation in intramural athletics is enroll in 
er frequently used bases are enrollme?" 
Iment in homerooms, height, weight, up 
s can be defended. The purpose of any gro 
9 arrange groups which are nearly eq pic? 
may result. The "exponent" system by A itr 
ght are given separate weightings in agen 
assification for intramural sports has much to 1€ 
re 

Financing Intramural Sports. Ordinarily intramural sports ? 

financed by th 


: 0 
tension of the physical education program. Infrequently the supp 
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for intramural programs, particularly if football is included, comes 
from the interscholastic program. There is also a tendency for sup- 
port from the Board of Education in our larger and more forward- 
looking schools. 

In those schools in which the interscholastic program is financially 
successful and the Board of Education funds have not as yet been 
secured, there is every reason to use the interscholastic funds to un- 
derwrite the cost for intramurals. In other schools, where the stu- 
dent council has legislative control of the funds, it is possible to se- 
cure the funds for the carrying out of the intramural program from 
the general funds which are available through the student council. 

Relation to Physical Education. It has been stated before, and is 
re-emphasized here, that the relationship between intramurals and 
physical education should be close, each strengthening the other. 
Skills, knowledges, and attitudes acquired in physical education are 
and made permanent in the intramural program. The 
benefits of the sports program motivate the work in physical educa- 
tion. The same program of intramural sports will foster this desirable 
connection between sports and physical education for both girls and 
boys. In turn, those who prove to be star performers in the intramural 
program, will ultimately gravitate to the interscholastic program, 
which then becomes the crown of the athletic-intramural program. 
The intramural program in most schools exists for those who are in- 
terested in the activities. They do not, nor should they, exist as train- 
ing exercises for the interscholastic squads, although it is to be ex- 
pected that persons will gravitate to the varsity squad. The proper 
articulation between interscholastic, intramural athletics, physical 
education, and health work needs to be developed even further than 
the present. It can best be developed by properly-trained staff mem- 
bers who have had training in all phases of the program, so that all 
receive equal emphasis. 

Supervision of Play Activities. There is a definite trend toward 
supervision of the play periods of children, and away from allowing 
them the noon recess and after-school hours for free play. In most 
schools it will be necessary to use the regular classroom teachers to 
supervise play activities either for their classroom group or to take 
charge of all groups in rotation. It is the duty of the principal to build 
up a favorable sentiment toward the supervised play period among 
the regular teachers, although a more satisfactory program will re- 


to be used 
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sult when competent physical education teachers are employed to 
direct both the instructional activities in the gymnasium and the 
supervised play periods. Such arrangements are made in a number 
of schools and will no doubt continue to increase, In eight of the 30 
schools studied by Otto and Hamrin, someone other than the alas: 
room teacher had charge of the after-school athletic activities.’ 
Intramural and Interscholastic Contests in Elementary Schools. 
Otto and Hamrin found that intramural Sports were not nearly so 
well supported in the elementary schools which they studied as were 
the supervised play activities, Basketball, baseball (for boys), and 
track were the most frequent sports.*? These authors suggest that ath- 
letic clubs should form the basis of the intramural program. They 
recommend, too, that all pupils should be assigned to clubs so that 
they may know the fun and values of athletic games. This practice 
should arouse the interest of other students than the skilled perform- 
ers, a condition which is justified on educational grounds. Frequently 


those with the least ability are the ones who need participation e 
most. 


Free play and intramural Sports are being urged increasingly 2$ 


good mental hygiene for children at all levels. 
tion is held, the administration cannot escape 
the obligation of introducing to participation as large a percentage 
of pupils as Possible. Intramurals are usually restricted to pupils " 
Segregation of sexes is mace 
Y, Some experimentation god 
s i age levels. It is entirely possib 
that such a program wi i easingly popular. 1 
e more popular than are oe, 
mural contests in those elementary schools which Otto and Ham™ 
Surveyed. Baseball, basketball, and track were the most freque? 
sports.” The fact tha are sponsored more frequent 
than are intramural Sports does not prove that they are more dest 


:nst inter 
strong sentiment against wo 
the senior high school level, With n 
agree. Intramura] Sports can furnish all the co! 
the lower levels, 


t er lev "m. 
Pid physiological changes which occur, partie 


New York: Appleton: 


" ols: 
- A. Hamrin, Co-Currictilar Activities in Elementary Scho 
49 Ibid, p. 255 E^ 


-Century-Crofts, 1937, p. 253 958: 
50 Ibid., pp. 251 
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larly in the circulatory system of the body, care should be exercised 
to see that overexertion does not occur. Omitting interscholastic com- 
petition will help safeguard the health of elementary and junior high 
school children. Interscholastic tournaments to determine the best 
individual or team are not uncommon in the elementary schools.5! 
Such contests are likely to be even more strenuous and undesirable 
than interscholastic contests. A far more desirable practice is to in- 
stitute a play day when children from the entire community and 
adults, too, may come together for mass participation in athletic 
games, stunts, and rhythms. No individual or team championships 
need be determined; everyone may participate in activities which 
appeal to him and which are best suited to his needs. 

It is just as important that intramural games at the elementary 
school level be well officiated as at any other level so that the spirit 
of good sportsmanship may be developed among the participants. 
The principal, or the director of intramural athleties and physical 
education, if there is one, should develop a competent, voluntary, 
non-paid staff of officials. Ordinarily these must be developed from 
the faculty or through nearby secondary schools where competent 
performers in the intramural program can be secured and taught to 


officiate properly. 
INTERSCHOLASTIC ATHLETIC CONTESTS 

Athletic contests are the most spectacular member of the extra- 
curricular family. Crowds which have been estimated as high as 
100,000 persons have attended most of the high school championship 
football games in Chicago. The number of people who attend the 
finals of a state basketball championship tournament is limited only 
by the size of the gymnasium or the auditorium in which the contest 
is held. In many schools it is literally true that interscholastic ath- 
letics is "big business." Under such conditions it is inevitable that 
abuses and infractions of desirable practices should occur. At the 


outset let us say that interscholastic athletic competition for girls is 


not generally approved. Only a few smaller schools carry out such 


programs. + : : 
jr m ME of Interscholastic Athletics. Public high schools 


participate extensively in tournaments, in addition to regularly- 
A J 


scheduled contests. National tournaments for public high schools are 


no longer held, and there is a feeling among high school administra- 


51 Ibid., pp. 262-263. 
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aches should be employed who are more interested in the 
welfare of boys than in winning games; (2) 


fitted equipment should be provided for all 
pation—if such equipment cannot be furnis 
abandoned; (3) The school should be large 
quate number of reserves. For schools which are too small to permit 
regular football, six-man teams have demonstrated their usefulness; 
(4) Under no conditions should games be played unless conditions 
are safe. Playing football on frozen ground has no place in high 
school athletics; (5) Adequate training periods should precede the 


scheduled event—ordinarily at least three weeks of practice is ad- 
visable; (6) A sufficient nt officials adds to the 
safety with which 


Adequate and properly- 
who practice for partici- 
hed, the sport should be 
enough to furnish an ade- 


rance against injuries 
an afford to participate in 
ide this protection from 
: sts. The insurance should 
be provided without cos ý 


s indicates steady growth 
ities. Informal and formal 
{gestions f activities association, set 
S6esons for improvement, ivities pro- 
in T Sestri integral part d the eke d» ec 
people, it was inevitable and desirable that standard i ld A e set 
and programs improved. There ; andards should be 
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16. 
TEACHER PERSONNEL PROBLEMS 


zed that the major function of the school is 
teaching. This being true, the major problem of administration be- 
comes one of selecting and developing teachers. This has always 
presented a difficult problem in administration at all levels of edu- 
cation. At present, the recruitment of teachers is probably more chal- 
lenging than at any other time in the history of American education. 


TEACHER SUPPLY AND DEMAND 

in the United States comes from many 
acher was a person who took up 
upation or as a part-time vocation. 


It is generally recogni 


The supply of teachers 
Sources. In pioneer times the te 


teaching almost as a last resort occ 
Dissatisfaction with the quality of education caused leaders in pub- 


lic life to recognize the importance to the individual state of a supply 
of teachers properly prepared for teaching as a profession. Massa- 
Chusetts was the first state to establish a publicly supported normal 
School for the professional preparation of teachers. This school was 
opened at Lexington in 1839 and was designated the Lexington Nor- 
mal School. The school provided one year of training including a 
iew of the common branches; instruction in ad- 
as mathematics, bookkeeping, general history, 
astronomy; and training of a professional 
piety and morality, the science and art 


comprehensive rev 
vanced subjects, such 
natural philosophy, and 
Character in the principles of 
of teaching, and supervised pr 

Between 1839 and the Civil War, twelve such schools were estab- 
lished in eight different states. By 1885 a total of 117 public normal 
Schools had been established in 34 states, and 36 private schools dis- 


tributed through 18 states. 
In the 114 years since the beginning 
ment, 218 public and private teachers’ colleges and normal schools 
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actice in a model school. 


of the teacher-training move- 
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2 
have been established in the United St 
of preparing students for teachin 


1,550 (approximate) institutions of higher learning maintain depart- 
> 


hich can be ac- 


although only 35,636 met the f 
for graduation. For teaching 
the requirement for graduatio 

In this connectio: 
the number of 
1952, the numb 


in secondary e A 
demand exis 


a given year. Com- 
52 and 1953 are not 
26 states, Alaska, and the District of Columbia 


l mentary teachers and a supply 
elementary education and 7,813 non-gradu- 
ates with between 30 and 90 semester hours of preparation. The data 


> if only graduates are considered, of 13,913 
question. The Shortage is 6,100 if all the avail- 
able teachers are considered, 


possible, the supply o 


would still be approx; ately 2,000 
short of the demand. With enrol em oa 
ondary schools increasi 


elementary and sec- 
enormous shortage in 


upply decreasing, an 


in the near future and will 


1 National Com 
National Educatio: 


Educati 
n Association, The 1953 eee 
Washington, D.C. 


Professional Standards, 


Teacher $ ort. 
1 "ae Association, 1953, "7^ 'e" Supply and Demand Rep 
? Maul, Ray C., Teac ner Supply and Dem 
ton, D.C.: National Commissi 4 a 


WON on end. H in the United States, ve 
on Teacher ucation ; P i Stand- 
sociation, 1952, oie ton and Professional 
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continue to increase as far as can be seen for the next two decades, 
unless measures are taken to bring about a balance between supply 
and demand. 


TEACHER RECRUITMENT COMPLICATED BY TURNOVER 

Even in normal times the rate of teacher turnover in school sys- 
tems presents a problem in administration of considerable magni- 
tude. Turnover in a school system is influenced by salary schedule, 
tenure policy, working conditions, and community attitude toward 
public education. Disparities in salary schedules between states, re- 
gions, and districts within a given area also make for increase in the 
rate of turnover. 

The Problem of Turnover. A report published in 1949 by the Na- 
tional Commission on Teacher Education and Professional Stand- 
ards? presents data on teacher turnover in 19 states between 1947-48 
and 1948-49. The turnover for high school teachers in these states 
ranged from 5 to 96 per cent and for elementary teachers from 3 to 
18 per cent. Some turnover in staff is of course inevitable. However, 


turnover such as is reported in the 19 states for which data were re- 


ceived presents an administrative problem for which no real solu- 


tion has yet been found. There is no reason for believing that turn- 
over in 1953-54 will be reduced. 
Reason for Excessive Turnover. 
turnover in the schools of the Unite 
quate supply of teachers. As long as the demand greatly exceeds the 


supply, a deadly competition for competent teachers will exist and 
will keep the rate of turnover much higher than is conducive to the 
best interests of the schools and of the teaching profession. “Tf the 
rate of turnover continues," according to Fine, “the profession of 
teaching will lose the respect of both the teachers and the public." 

Obviously, the first step to be taken in solving the problem is the 
training of a much greater number of teachers. There must bea 
Sufficient number of inexperienced new teachers available each year 
to replace the losses in the schools of the country through retire- 
ment, withdrawal, and death. 

It is an encouraging sign that 


The main reason for excessive 
d States at present is the inade- 


the relatively large school systems 


and Demand in the United States, Washington, 


3R. C. Maul, Teacher Supply 
“= m Teacher Education and Professional Standards, 


D.C.: National Commission on 
National Education Association, 1949, p- 28. 
* Benjamin Fine, Our Children Are Cheated. New York: Henry Holt and 


Co., 1947, p. 42. 
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are assuming their responsibility in employ 
ers. The large schools are particularly 
teachers into their Systems beca 


ying inexperienced teach- 
able to induct inexperienced 


use, on the whole, they are likely to 
have Supervisory organizations which can perform this service most 


effectively, Furthermore, experience secured without adequate in- 
Service training does not assure growth in teaching ability. Retrain- 
ing of such teacher Ssary. Experience indicates 


ize can 
putable that the selection of 
ers for a school system presents 


aie ds employed in selecting teachers, 
principals were asked to describe standing teacher on 
the faculty. A large number described this teacher às one who had 


had become outstand- 


ffers the surest hope 
ding young teachers 
sitions. But it is prefer- 
à not to have them at 


Superior teachers indefinitely 


The imbalance be 


ES l à s $ 
this chapter is largely the result of uPply and demand shown in 


rape t © conditions: 
in my enrollment and (2) high turnover among teachers. To meet 
the first condition the Supply of teachers must be increased through 

didates for te ation. Before this can 


will also have to be changed. “made for high turnover 


Overcoming the Unfavorable Attitude toward Teaching The atti- 
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tude of young people toward teaching as a profession is generally 
unfavorable. This can no doubt be explained partly on the ground 
of the inadequate salary schedules of the past and the fact that the 
profession offered employment for only three-fourths of the calen- 
dar year. A further fact that has deterred many men from entering 
teaching is that the personnel of the profession is predominantly 
feminine (S0 per cent). The latter fact in itself has made for high 
turnover because of withdrawals for marriage. As a result it has been 
necessary on the average to train approximately two women in order 
to secure one permanent member of the profession. 

An unfavorable psychology toward teaching, which has been de- 
veloped through the years, has been responsible for the teaching 
profession being recruited largely from youth, who because of eco- 
nomic circumstances or mental endowments have been unable to 
ents of schools of engineering, medicine, and law 
and the highly specialized preparation required in the sciences and 
government. This has been most unfortunate, since the health of the 
Social order depends so largely on the fitness of its teachers. 

Many of those who have entered the teaching profession have be- 
come obsessed with the insecurity—economic, social, and profes- 
sional—which has existed until within recent years and have become 
the prey of frustration. This has caused many of the most promising 


members to leave the profession for other occupations paying bet- 
ter salaries. 
The state and the prof 
ditions which have cont 
Supply and demand. Howev 


meet the requirem 


ession itself can do much to remedy the con- 
ributed to the present disparity between 
er, the recruitment of promising young 


People for the teaching profession rests with the school principals 
and teachers who must present the profession in the true light in 
Which it should now be viewed. The institutions of higher learning 
Which contribute to the preparation of teachers can also do much to 
increase respect for teaching by raising the standards of teacher- 


tional techniques. 


training curricula and instruc 
re of the fact that when an 


_ The public must also be made awa 
individual is being prepared for teaching a human being is under- 


Boing education. Every individual regardless of occupation or pro- 
?, 2 : 

fession is in some way or other a teacher. One's success in life de- 

Pends on the ability to impart instruction. This fact should not be 
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overlooked in general and professional education. Whether one bl 
gages in teaching directly or only casually, success depends ven 
largely on the ability to instruct. This should bea sobering though 
for anyone who is inclined to look upon teaching with disdain. 
Change in the attitude of the public toward teaching i 
sion will take place when people realize the importance of teaching 
in democratic society. The local school principal and his teaching 
staff, through their contacts with pupils and school patrons, can do 
much to improve public opinion toward teaching and to provide the 


youth with an unbiased view of the opportunities and satisfying 
services of teaching as a career. 


as a profes- 


PROBLEMS IN THE SELECTION OF TEACHERS 
The most common method of loc: 


tions received from individual teac 
lowed more frequently in small than in large cities. Placement bu- 
reaus of institutions of hi 


ating prospective teachers is 
andidates and married women. 


Is have rules which give preference 
hand, local teachers are occasionally 
rd regulations from appointments in 
€ logical arguments on both sides of 


1 of which are detrimental to the in- 
munity would seriously claim that it 


ailable, nor could a 


d which is without superior teaching 
talent. The only defensible procedure is to ' appoint the best-qualified 
teacher whose services can be secured for HE sum which the com- 
munity can afford to pay, irrespective of residence at the time of ap- 
pointment. j 

~ Married Women Tea 
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women as teachers. On the other hand, when a shortage exists as at 
present, married women are urged to serve the schools by accepting 
teaching positions. Many localities could not staff their schools with- 
out the employment of local married women who are qualified to fill 
teaching positions. The general teacher shortage throughout the 
United States has brought about a change in public opinion towards 
the employment of married women in public schools. It now is a 
rather generally accepted policy that the logical basis for the selec- 
tion of women as teachers is fitness for teaching and not marital 
_Status. 

Collecting Information about Teachers. The use of application 
blanks in securing information about prospective teachers is virtually 
universal, as is also the policy of securing references from persons 
who are conversant with the success or who are competent to judge 
the promise of the individual under consideration. In a few cities, 
particularly the large ones, the practice of requiring written exami- 
nations is likely, though not certain, to prevent the selection of per- 

s who attempt to gain appointment because of personal influence 
in the community. The difficulty of preparing adequate tests and ad- 
ministering them may, however, prevent their wide use in public 
school systems outside large cities for some time to come. The prac- 
tice of requiring health examinations before appointment is increas- 
ing. Certainly it is a practice which deserves wider application than 
it has at present. Interviews are usually held with candidates before 
appointment. The person who normally interviews prospective 
teachers is the superintendent. The practice of having the principal 
interview teachers is followed more frequently in the secondary 
schools than in the elementary," but it deserves to be followed more 
widely at both levels. ] 

School principals and superintendents place great reliance on the 


personal interview. It must be granted, however, that no research 


Or statistical basis exists which justifies the assumption that the in- 
terview enables principals to select only the most competent teach- 
ers. All too frequently the interview is not carefully planned. If it 
is to be effective, every applicant must feel that he has a fair chance 
and sufficient time to present his qualifications and the principal 
must have an opportunity to form a valid judgment of the candi- 


date’s abilities. 


5 Benjamin Fine, Our Children Are Cheated, p. 64. 
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If the interview is to be effective in aiding the school principal to 
evaluate the candidate, he must have a list of criteria on which he 
seeks information. The list may well include such items as personal 
appearance, mental qualities, character traits, and professional quali- 
ties. Each of these may be broken down into several smaller units on 
which the principal rates the candidate after the interview. It is es- 
sential that a record be made, for candidates 


viewed over a period of several months and between a multitude of 
other administrative and supe 


rvisory activities. Unless a record of 
the ratings is made, the principal will be unable to form valid com- 
parative judgments later. 


are ordinarily inter- 


t work or sending someone on the 
supervisory staff to do so. The advantages of the plan are real and 
vation in a teaching situation as 
secure. Frequently teachers whose 

unsuitable when observed in the 
classroom. In such cases both the candidate and the school are saved 
from embarrassment Which results from the appointment of an un- 
satisfactory teacher who must later be released, 
he pl. | able time on the part of a superintend- 
ent in middle-sized cities, The responsibility may well be delegated 
rk with the teachers, In many commu- 
d the Superintendent visit the teacher: 
; Ore satisfactory than if only 
makes the observation, since the combined judgment is 
The observation of te: 
re of money than does 
penditure, howey 


selection of bette 
hers, 


one person 
likely to be 
achers at work re- 
any other method of 
er, can easily be defended 
r teachers who will remain 
provided the salary schedule is suffi- 


t : 3 
ation of candidates wh« 
ut it is far from pue 

nole 
T or poorer than a sing 
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observation will reveal. Modern thought on school administration 
recommends strongly and without reservation that the nomination 
of teachers should be shared with the head of the school in which 
the teacher is to be employed. 

Establishment of Personnel Departments. In some middle-sized 
cities and in most large cities personnel departments have been es- 
tablished to work on the problem of recruitment throughout the year. 
"These departments collect data on potential recruits, have them 
come for interviews with administrative officers, and prepare con- 


tracts to be executed as soon as an official tender of appointment is 


secured. 

Very large cities conduct examinations through personnel depart- 
approved eligible lists from which assignments 
accordance with the specifications indi- 
these large school systems, interviews 
prior to assignment may or may not 


ments and prepare 
to vacancies are made in 
cated by school principals. In 
by the principal with teachers 
be possible. 
RETAINING GOOD TEACHERS 
ers have been located and appointed, the 
problem arises of how to retain them for a period of years. Numerous 
methods have been used to induce teachers of high quality to remain 
in the system. Among these are retirement and pension provisions, 
provisions for tenure, adequate salary schedules, definite lines of pro- 
motion, leaves of absence with full or part pay, reasonable teaching 
loads, and excellent plans of supervision including provision for 
teachers to be relieved of classroom teaching to do research work, to 
Serve on committees, or to participate in curriculum reorganization. 
Teacher Retirement and Pension Plans. The plans for teacher re- 
tirement had their inception in 1869. The first provisions were mutual 
Protective associations; teachers voluntarily gave funds for the as- 
sistance of others in the belief that like aid would be forthcoming for 


them when needed. Later, legislative plans without regard to sound 
gurated. Since 1920 legislation to im- 


ablish new plans on a sound actuarial 
9 state-wide teacher retirement laws 


After competent teach 


financial principles were inau 
Prove existing systems and to est 
basis have been general. In 194! 


had been enacted in all states and territories. 
Advantages claimed for retirement and pension systems include the 


Protection of children, of teachers rendered incompetent by age, the 
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rapidly as has retirement legislation. In 1947, twenty-eight states had 
enacted teacher tenure statutes, either statewide in applic pepe 
plicable to specific types of school districts or to designated districts 
in the state. Some of the other states provide continuing contracts 


which require employing authorities to notify a teacher on or before 
a specified date of discharge, or the te 
ployed for another year.* 


In practice, tenure has two grave difficulties. (1) The dismissal of an 
inefficient or incompetent teacher is practically impossible. Very 
frequently the school administration which brings charges against a 
teacher is on trial rather than the teacher whose efficiency is ques- 
tioned. (2) The general public has not accepted tenure whole- 
heartedly. In some communities it is the custom to dismiss teachers 
at the end of the probationary period so that they cannot attain 
permanent tenure, even though they are recognized as outstanding 


teachers. Such a procedure, of course, does more h; 
er's cause than the absen 


jections, however, itist 
will continue to m 

Salary Schedul 
Superior teachers 


ation or ap- 


acher is automatically rcem- 


arm to the teach- 
ce of tenure legislation. In spite of these ob- 
o be expected that teacher-tenure le 
ake progress. 


es. No other provision is so influenti 
in a school s 


gislation 


al in retaining — 
ystem as an adequate salary schedule. 


s advantageous to pay 


possible, to bargain 
If salary schedules are to be adopted, it seems desirable that repre- 
force, the school administration, the 
Pporting community participate in the 
work, basic data on the cost of living in 
the community, salaries paid in comparable communities, and the 
munity to Support its schools should be 
“consuming and can probably best be done 
- Other items worthy of consideration 
» Salaries paid to other public employees: 
and income of other professi 


nal groups. In any 
TM. M. Chambers, "Legal Status of Teachers ” 
search, Vol. XIX (June 1949), 255. eachers, 


case the greatest 


Review of Educational Re- 
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share of the work will fall on the superintendent of schools and his 


staff, but the co-operative effort and mutual understanding of the 


problem by all groups concerned cannot be overestimated. Unless 
ed at, and unless sen- 


the community knows how the schedule is arriv 
timent for it is crystallized through newspaper reports, parent-teacher 
discussions, and dissemination of information through organized 
groups in the community, the proposed schedule is likely to fail in its 
purpose or prove to be unsatisfactory. 

Basic Problems in Making Salary Schedules. One of the knotty 


problems which must be settled is whether the schedule shall recog- 


nize different positions in the system, or different preparation among 
teachers. Position schedules establish differentials for elementary, 
h school assignments irrespective of 


junior high school, and senior hig 
the training which a teacher possesses. The elementary school teacher 


then receives the elementary school salary whether she is a graduate 
of a two-year normal school or the holder of the master’s degree. 
Teachers in the elementary schools who secure the bachelor's or 
master's degrees frequently seek transfers to the secondary school in 
order to receive the higher salary. 

The single-salary type of schedule provides payment in terms of 
preparation for teaching, but does not change at different levels in the 
School system. Thus the teacher with the master's degree would re- 
ceive the same basic salary for teaching in the kindergarten as in the 
senior high school. There is considerable support for the principle 
that teachers of the same training and of the same sex should be paid 


equal basic salaries irrespective of position. To pay different rates at 


different levels tends to attract teachers to the favored unit to the 


detriment of the school system, for there is no assurance that a master 
teacher at the kindergarten level will either be a master teacher at the 
Senior high school level or be happy there, just because the dup din 
higher, Traditionally, schedules were chiefly of the position type. 
Today the single salary is almost universal, although a combination 
type of schedule prevails in a few cities with differentials for men. 
The single-salary schedule does not require that men and women 
be paid the same salaries. Rather it proposes equal pay for teachers 
of the same sex and same preparation irrespective of the level in the 
System at which the teacher works. It must be conceded, however, 
that preparation is not the only criterion of successful teaching and 
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that a single-salary schedule requires evaluation of the teacher's 
competence by rating or some objective means. 


Tf a single-salary schedule is accepted as correct in Principle, then 


It is impossible to say what the 
mmunity without considering the 


aximum should be 
; Many writers foe] that it 


E: m Some of the recent schedules this 
Cities hay, 


5 National Edueat; 
tion A. iati 
School Empl cai SsOciation, Salari 
D'oyees, 1959.53. Washington De and Salary Schedules of Urban 
uerus Association, 1953, p. 90- 
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teaching positions to administrative positions. Such lines of promo- 

tion have much to recommend them in that they tend to retain strong 

teachers im the \ncal schodls and to develop morale in the system. 
However, the practice of promotion from teaching to administrative 
positions within the system should not be permitted to prevent the 
selection of the best qualified person for a principalship irrespective 
of residence. 

Leave of Absence. In every occupation much time is lost from 
work by personal illness. What little evidence is available indicates 
that teachers tend to be absent from their regular employment some- 
what less than the average for all employed groups. Many cities have 
recognized the validity of allowing sick leave for teachers and have 
adopted rules and regulations granting leaves of absence. In the 
absence of state legislation, a school board has the power to adopt 
such rules and regulations. Only 14 states have enacted specific laws 
regarding leaves of absence for teachers. Six states have given teach- 
ers the right to absence for sickness; seven states have given school 
boards the power to grant sick leaves to teachers; and nine states have 
enacted legislations regarding the granting of leave for professional 
study.® Ninety-eight per cent of the city school systems granted sick 
leave to teachers and 95 per cent allowed at least a few days with full 
pay, the maximum being around 30 days.!? 

In addition to provision for absence because of personal illness, 
leave is often granted to visit schools, to attend educational meetings, 
and to observe religious holidays. In each case the percentage of 
schools which allow compensation in full is much greater than the 
percentage which allow only part compensation. 

Some schools have paid teachers on leave the difference between 
the teacher’s regular salary and that paid for an acceptable substitute. 
Such practice is clearly defensible if the teacher returns to the local 
school after the leave of absence. 

Teachers’ Associations, Organizations, and Unions. Organizations 

achers exist in profusion. Gregg and Koyen re- 


and associations for te 
nizations, exclusive of local 


port 521 national, state, and regional org 


9 National Education Association, Research Division, The Legal Status of the 
Public-School Teacher. Washington, D.C.: The Association, 1947, pp. 54-56. 

10 National Education Association, Research Division, Teacher Personnel 
Procedures in 1950-51. Washington, D.C.: The Association, 1952, pp. 52-53. 
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ment. Douglass has developed a revised formula which considers 
many factors:'* 


DP , NP — 25 CP] [PL + 50 PL + zi 
Qus HEBR -| 10 ' 100 | | 100 100 
SGC = Subject Coefficient: 


1.1 for English, science, history and other social studies. : 
1.0 for foreign language, household arts, commercial skill sub- 
jects, art, mathematics. 
‘9 for shop subjects, music, and physical education. 
CP — Class periods per week; count double periods as two periods each. 


DP — Number of duplication class periods—e.g., a second section of a 
class. Also count as DP the second period of a double period.! 
NP = Total number of pupils in 


all classes for the week, counting pupils 
twice in double period classes. 


PC = Number of class periods, or equivalent in time, spent in school 
duties other than those directly related to class instruction—e.g., 
committee work, duties and other extracurricular activities, etc. 
This should be the average per week for the entire semester. 

PL = Period length, net number of minutes. 

Th = Teaching load in terms of te: 
quired to teach a class of 25 

preparation, paper reading, 

Estimated national norm: 


burden carried by individual 
causing the load to be reallo- 


; require 
any final decisions can be made, 


g the Revised Douglass Formula for Measuring 
s," Bulletin, National Association of Secondary- 
October 1952). 66-68. 

nine-tenths as much work as teaching an original 
S ) s desired, Douglass recom- 
ate sections be re uting .9 as much as the 


ect coefficients, p. 66 9 
15 W. C. Reavis and D. H. Coo 


per, Evaluation of T, 
Systems. Chicago: Univer f Teacher 
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Merit in City Schoo! 
sity of Chicago Press, 1945, p. 18. PAM SH 
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lation from 2,500 to 100,000 and over, reported that teachers are 
regularly given definite ratings on quality of service. The kinds of 
rating devices used in these schools in evaluating teacher merit are 
shown in Table 1. 

Table 1 


CLASSIFICATION OF EVALUATION DEVICES UsED 


By 104 Crry ScHooL SYSTEMS 
Cities Using: 


Type of Evaluation Device Number: Per Cent 
Any one or more device 103 99 
Check scale ...........— 78 75 
Guided-comment report . 31 30 
Characterization report 25 24 
Descriptive report . 6 6 
1 1 


Ranking report .... 

a The number of devices in use exceeds the number of cities reporting (first 
row) because cities frequently use two or more kinds of devices. 

Of the five types of rating device the check list has the greatest 
usage. This type of scale consists of a series of qualities commonly 
associated with good teachers. These qualities are evaluated by the 
rater and totaled to arrive at a composite rating of the teacher. The 
ratings of the individual qualities may be considered with the teacher 
às a means of diagnosing needs for improvement. 

In the guided-comment scale the rater is required to write out 
comments on a number of leading questions or suggestive topics. 
Typical guides used to stimulate comments are: (1) Has the teacher 
shown improvement? (2) Should any change of grade or department 


Of work be made in assignment next ye 
Special excellence or accomplishments? 
The characterization report simp'y requests the rater to character- 
ize his total impression of the teacher's merit with a single descriptive 
adjective or letter. Sometimes characterizations require the rater to 


justify his mark by explanatory statements. . . 
In the descriptive type of report the rater is required to write a 

Paragraph or two describing the merit of the teacher. 
The one school system which used the ranking report required the 
er of excellence, placing the best 


rater to list the teachers in ord 
teacher at the top of the list and continuing until all teachers were 


included. 
The evaluation of merit is a matter of great importance both to 


Officials responsible for the management of the schools and to the 


NM 


ar? (3) Has the teacher any | 


| | The solution of the proble 
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teachers themselves. Boards of education which are responsible for 
the professional, economic, and social security of teachers insist ae 
merit be carefully appraised and not taken for granted or determinec 
by snap judgment. Teachers whose professional careers are at stake 
naturally object to a perfunctory type of rating by administrative 
officers for use as administrative records in determining salary and 
professional status. All should recognize, however, that some kind of 
evaluation of merit by school officials responsible for the services of 
teachers is inevitable. The critical issues are the purpose of the 
evaluation and the means by which it is made. 

The weight of professional opinion supports merit evaluation as a 
service to the teacher. It is not conceived as an altruistic service, 
since its primary purpose is the safeguarding of the pupil. To the 


extent that evaluation fails to result in teacher improvement, to that” 


extent it becomes a disservice to the child, Evaluation when crudely 
carried on tends to defeat its own ends. But this danger should not be 
permitted to induce the fatal conclusion that because of the hazards 


in unsatisfactory evaluation it should not be attempted at all. To 
adopt such a conclusion is to place 


the difficulties of evaluation ahead 

of the welfare of the child. 
It is true that man 
proved to be uns 
of the means ha: 


y of the means employed in evaluation have 


atisfactory, The reasons are not difficult to find. Some 
ve been borrowed 


^u ‘ from civil service and business ad- 
ministration and have not been adapted to the ev. 


aluation of teaching: 
These means of evaluation—usually some kind of rating scale—have 
been arbitrarily adopted in some cases by boards 


of education anc 
imposed upon unwilling subjects who have had no voice in the prepa 
ration of the instruments and in the methods of their use. As a result 
an antipathy toward the evaluation of merit has been developed on 
the part of many teachers. Furthermore, the type of rating frequently 
employed has been so unscientifically done and so unwisely used bY 
~ some school officials that the teachers in these school systems have 
come to regard rating as a policy to be opposed or an evil to be €n* 
dured. The mental attitude of teachers toward the evaluation of merit 
under such conditions is naturally hostile, Unfortunately, improve 
ment in attitude can scarcely be €xpected until benefits (bem evalua- 
tion are actually experienced by the teachers concerned. 
| m is to be found (1) in securing the a€- 
^(ceptance by teachers of the true Purposes of evaluation and (2) 1? 
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enlisting the co-operation of teachers in the development of methods 
of evaluation which will prove to be mutually helpful both to the 
teachers and to administrative officers. The approach to the solution 
of the problem in any given school is an agreement on principles with. 
respect to merit evaluation. 

The following principles may well constitute the basis for a con- 
structive attack on this critical problem. 

l. The primary purpose of evaluation is the improvement of teach- 
ing. To this end evaluations should be made periodically by officers 
charged with the responsibility of supervision. These evaluations 
should be considered with teachers as a means of helping them to 
discover needs for improvement and to appraise the character of the 
progress being made. 

2. The plan of evaluation used in any school system should be 
developed through the co-operative efforts of teachers, administra- 
tive, and supervisory officers. The purpose of the plan should be to 
facilitate both self-analysis by teachers and supervisor analysis by 
supervisory officers. 

3. The evaluation of teacher efficiency should be reviewed for 
administrative purposes: (a) when teachers are being counseled with 
respect to their future professional growth and development, (b) 
when probationary teachers are reappointed or given permanent ap- 
pointments, (c) when annual salary increases are given, (d) when 
teachers are advanced from a lower to higher classification on the 
salary schedule, and (e) when promotions are made within a school 
system, Administrative evaluation necessitates the keeping of records 
of teacher improvement. In this connection it is suggested that a 
cumulative folder be kept for each teacher in which are filed the 
credentials of the teacher and evidence of growth and improvement 
after initial appointment. 


4. When a review of the evidence indicates that no improvement 
in teaching efficiency is being made bya teacher or that his level of 
efficiency is below the standards of the school system, salary increase 

should be withheld and the question of the future of the individual in 
the school system given serious consideration. 

5. Salary schedules based on training and experience should oper- 
ate automatically for all teachers whose work is shown by the evi- 
dence to be satisfactory. Deviations from the schedule may be made 
On the recommendation of the superintendent when the evaluations 
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of a teacher's service reveal accomplishments distinctly superior to 
those of the large majority of the staff. " 
Rating of the Principal by Teachers. If it is reasonable that e" 
principal should rate the teachers, then it is also reasonable that t a 
teachers should rate the principal. The scale need not be the same; 
~ it should be based on those items which make for success in admin- 
istration and supervision rather than on specific classroom techniques. 
Among the items on which a principal might be rated are supervision, 
attitude toward teachers and students, balance between administra- 
tion and supervision, organization, assignment of extracurricular 
duties, and relations with parents. The use of such a rating can hardly 


fail to result in the improvement of a professional and conscientious 
principal. 


No one is so nearly perfect that improvement is impossible, al- 
though few are aware of their specific handicaps. The most common 


reasons for the failure of principals are: (1) lack of professional train- 
ing; (2) failure to exercise the personal qualities of tact, sympathy, 


friendliness and respect for others; and (3) neglecting to participate 
in the social and civic life of the commu 


nity. On the first two of these 
reasons the teachers" judgments of the principal's worth should prove 
valuable. The principal can evaluate independently his participation 
in the social and civic life of the community. 


IN-SERVICE RE-EDUCATION OF TEACHERS 
The present shorta 


ge of teachers in elementary education and the 
impending shortage in secondary education poses a critical prob- 
lem of in-service re- 


education for those members of the staff who 
have been employed wi 


s in 1952-58 from 98 states, Alaska, 
and the District of Columbia15 revealed that only 60.44 per cent of 
209,176 teachers have preparation for teaching of 190 or more hours: 
For the different states considered the number of teachers with this 
preparation ranges from 9 to 96 per cent. Of the tota] elementary 
teachers employed, 108,068, or 31.23 per cent, were teaching with 
60 to 119 hours of preparation and 28,848, or 8.33 per cent, with less 
than 60 hours of preparation. A considerable number of the latter 

16 National Educ. 


ation Association, The 1953 nd 
o 1650. Teacher Supply and Dema 
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group were teaching with less than 30 hours of professional training 
and 1,324 were reported with no hours of preparation at all. 

For the secondary schools the status of preparation is much better 
since only a relatively small percentage of teachers in accredited 
high schools have less than 120 hours of preparation. However, a 
considerable number of these teachers received their training many 
years ago when professional standards were below present require- 
ments. The instruction of many of these teachers is probably little 
better than that of the teachers with substandard preparation in the 
elementary schools. 

In-service Re-education Presents no New Problem. The need for 
in-service re-education presents no new problem to school adminis- 
trators. For many years they have labored to improve the efficiency 
of their teacher personnel through faculty meetings, departmental 
meetings, extension courses to be offered locally, workshops prior to 
the opening of school each year, improved supervision, and salary 


bonuses to encourage attendance at summer schools. The results 


have proved effective, although the problem persists not only for 
r all professional 


teachers with inadequate preparation but also fo 
personnel. In this connection it is pointed out that professional train- 


ing is always a matter of degree. The fact is, no one is ever fully 
trained professionally, or, at least, one’s preparation is never finished. 

Continuous In-service Re-education Needed. All staff members in- 
cluding school administrators must realize that no amount of pre- 
service training is ever fully satisfactory. Preparation must continue 
during service. Pre-service and in-service education are merely dif- 
ferent aspects of a program of professional improvement that has no 


terminal point. 
No general program of in-s 
ever fully satisfactory, since t 


ervice education for a school system is 
he needs for re-education will differ 


with the individuals employed. The program must be designed to 
stimulate every staff member to undertake his own re-education. As 
the professional leader of his school, the principal must accept re- 
sponsibility for challenging the continued growth of each individual 
worker, Inability on the part of the principal to meet this challenge 
Creates a problem for the top leadership of the school system. A major 
function of the central office staff of a school system thus becomes 
One of preparing its local school principals for and supporting them 
In a program of continuous re-education of faculty members. 
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Democratic Planning of Re-education Programs Necessary. Ed 
service re-education programs do not develop spontaneously; nor dg 
they develop in response to autocratic decrees. A challenging and in- 


vigorating school environment is essential to professional growth and 
development. 

It is a well-known fact that a democratically 
ministered school 
fessional 


organized and ad- 
provides the environment most conducive to ‘pro: 
growth. The elements of growth operate most effectively 
when the full participation of all staff members is effected. The mem- 


bers of the staff draw strength and stimulation from the co-operative 
attack on common problems. 


Team work is essential to democratic school action. The accom- 
plishments of the team become the Possession of 
members experience re-education through the sharing in team enter- 


prises, The principal as the captain of the school team must there- 
fore inspire the member. 


s to work co-operatively for the realization of 
the purposes of the school, 


all members. The 
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ADJUSTING SCHOOLS TO 
STUDENT NEEDS 


The adjustment of schools to serve the needs of students has al- 
ways presented an important problem to the principal. Prior to 1900 
this problem engaged the attention of the principal in the form of 
school grading. The introduction of grading brought great improve- 
ment of school facilities, textbooks, instructional 


ments in the adjustr 
materials, and teaching procedures to the needs of individual stu- 


dents. School grading, however, was not a final solution of the prob- 
lem. The grading itsclf introduced certain evils that have challenged 
the constructive efforts of principals. The classification of students 
under the graded system brought the evil widely characterized as 
"lockstep." The elimination of “lockstep” from school grading has 
thus become a major problem of all modern principals. 

Since it is inevitable that instruction in modern schools must be 
carried on with groups, the principal is confronted with the task of 
Safeguarding the needs of the individuals who constitute the groups. 
The marked individual differences between students within any 
Broup require administrative provisions to respect them. In all too 
many schools the need pointed out has received inadequate atten- 


tion. Administrators too frequently have been content with attempt- 
ing to adjust the individual student to the school instead of striving 


to make the organization serve the student. 
Many adjustments in organization have been made with a view to 


Providing better services to students. For example, semiannual pro- 
motions and even quarterly promotions have been tried to reduce 
the waste resulting from the repetition of grades under the annual- 
Promotion plan. These innovations, in theory at least, gave promise of 
Overcoming the evil of lockstep movement through the school grades. 


397 
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Systems by which superior students might advance through the aight 
grades of the elementary school in six or seven years while the T > 
age students were completing the course in eight years, and pl 
slower student even allowed nine years to complete the same course 
were also tried by some schools. Coaching teachers were provided m 
other schools to give assistance to students in keeping up with their 
classes or in making transfer from one class to another. 

All plans recognized the fact that organization alone cannot solve 
the educational problems of the individual student. Organization 
may greatly facilitate the adjustment of school opportunities to the 
needs of individual students. Only to the extent that one type of or- 
ganization better serves these needs than another does it merit the 
thoughtful consideration of school administrators, 

EFFORTS TO ADJUST SCHOOL ORGANIZATIONS 


Plans for Individual Instruction, About 1920 the public schools 
of Winnetka, Illinois, inaugurated a-plan of individual instruction 


for elementary school children within groups. The primary purpose 
of this plan was to adapt instruction to the abilities of the students. 
he curriculum vy 


Toward this end, t vas divided into two parts—the 
common essentials, and the 's. 


group and creative activities, The com- 
mon essentials consisted of those activities that every student should 
of his future educational or vocational plans. 
They included the skills and knowledge needed by everyone. The 


subject matter was divided into separate and specific units or “goals” 
Which were expected to have 100 per cent mastery by all pupils." 
The second part consisted of group and creative activities which in- 
cluded the development of appreciation of literature, music, and art 
These group activities were designed to provide Socializing experi- 
ences for the students, although individual interests were not to be 
overlooked in the group effort, 

Another plan develo 
was that known as the 


master, irrespective 


ples Were considered necess; 


plan 1) freedom for a student to pursue his 


ree basic princi 
à e 

essful operation of th 

work without interrup 
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tion, (2) co-opcration and interaction of group life, and (3) the budg- 
ating of time for the accomplishment of student learning.? Organiza- 
tion under this plan required the arrangement of the school into 
ained students from all age groups. It further 
required the transformation of classrooms into laboratories? These 
were equipped with movable chairs, maps, filing cases, classroom 
libraries, or whatever equipment became necessary for individuals 
or groups in carrying on independent study in the subject-matter 
area for which the laboratory was used. This plan also required the 
abandonment of the fixed daily schedule of classes. Students were 
free to budget their time as needed and desired.* This plan did not 
have far-reaching effects, but it was an attempt to individualize in- 
Struction. 
An attempt to individualize instruction which has had wide in- 
fluence, especially at the secondary level, is that known as the Mor- 
aming unit,” has frequently been 


rison Plan. In fact, the term, “Jea 
identified with the Morrison Plan. Morrison considered a unit to be a 


significant and important aspect of the world to every individual 
who lives in a civilized society.” As examples of units may be men- 
tioned “the water supply” of a community in elementary science or 
“the westward movement” in American history. 

Students used the assimilative materials as a means for under- 
standing and interpreting the units. These materials were made 
available to the students through guide sheets which contained ref- 
erences, problems, and methods for proceeding with study. 

Secondary school subjects were classified into five types, called the 

Science, appreciation, practical arts, language arts, and pure prac- 
tice types.* The science type included more secondary school sub- 
jects than did any other. The proper teaching of a unit of instruction 
in the science type of subject called for five steps; namely, explora- 

c ation, organization, and recitation.* 

d, the teacher was expected to find 

ot know about the new unit. The 


homerooms which cont 


tion, presentation, assimil 
During the exploratory perio 
Out what his pupils knew or did n 
? Florence Parkhurst, Education on the Dalton Plan. New York: E. P. Dutton 
and Co., Inc., 1922, pp. 19-24. 
3 Mi enis VOS An Explanation of the Dalton Laboratory Plan. London: 
Um Association, 1926, pP, 4-6. 
*lore -hurst, Education on 
5 Va goi > dioe of Teaching in the Secondary School, revised 
edition. Chicago: University of Chicago Press, 1931, p. 24. —— 
5 Ibid, Pb 9199. 7 * Ibid., pp- 255-338. 


the Dalton Plan, p. 40. 
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teacher used either class discussion or written or oral tests. In some 
cases individual students or the entire class might possess a suffi- 
cient understanding of the material to make it unnecessary for mere 
to pursue the unit. They would then proceed to the next unit i di 
possessed the understanding desired, or those who possessed it wou 1 
work on individual projects, The exploration step also —À€ 
the student's background and related it to the content to be studied. 
During the second step, presentation, the teacher indicated the ma- 


jor understandings that should result from the study of the unit. Thus, 


the teacher attempted to motivate the unit and start each child on 
his study with enthusiasm. The presentation attempted to give a 
mere sketch of the unit, not a complete picture of it. . 

After the presentation of the unit, the classroom became a study 
room for a few days or weeks, depending upon the nature of the unit 
own 


in which the organization was 
developed in logical and convinci 


depended upon the subject matte 


r. Usually 
sufficed. 


iods 
one or two class period 


\(Students presented in 


floor talks the 
'and organized, or wrot 


€ papers demon, 
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Adaptation of the Unit Assignment. Many adaptations of the unit 
method have been made. Some of these have taken the form of proj- 
ects, problems, activities, and the like. It is perhaps safe to say that 
most of them are essentially a form of the long-unit assignment. In 
general, the methods characteristic of unit plans have tended to 
consist of three main steps. First, the introductory step during which 
the teacher gives a survey of the unit to be studied and motivates 
the students to study by arousing his interest. This may also serve to 
diagnose the needs of individual students. Typically, the teacher ex- 
plains to the class as a group the purpose and general content of the 
new unit and by means of questions, suggestions, and explanations 
develops in the minds of the students the relation of the new unit to 
previously mastered ideas or facts. Only a small part of the total time 
of the unit is given over to this step. 

The'second step is the individual work period for the students. 
During this time students read widely for the purpose of informing 
themselves concerning the problems and issues presented in the in- 
ief purpose, therefore, is the mastery of the 
dent. Students may work individually or 
ommon problems. This step re- 


troductory step. The ch 
unit assignment of each stu 
in groups in the solution of their ci 


quires most of the time allotted to the unit. 
The third and final step, which follows the work period, is one of 


evaluation. The classroom procedure may center around floor talks, 
ral or wri iscussi l ils. These 
oral or written reports, and panel discussions by the pupils. S 

reports may cover some topic either in the unit or supplementary to 
it. The teacher often adds material which the pupils have failed to 
find or corrects erroneous impressions which they may have acquired. 
Debates, committee reports, excursions, Or general discussions are 


Often used. The work of the unit may be terminated by some kind of 
are given an opportunity to re- 


veal the growth that has taken place. 
Claims Made for th 

method is a distinct departure from the traditions- SES =E 

period in which the teacher conducted a daily quiz usually called 

thé recitation. While it is doubtful whether the unit method is suffi- 

ciently flexible to care for the individual needs of all students, the 

following are some of the advantages listed by one writer? for the 


Adolescents in Secondary Schools. New York: Apple- 


5H. ivli hi 
N. Rivlin, Teaching ny E. 


ton-Century-Crofts, Inc., 1948, 


402 ADJUSTING SCHOOLS TO STUDENT NEEDS 
unit plan;(1) the teacher becomes a partner in planning a hec 
undertaking with his students; (2) the unit is a more valid basis. E 
organizing instruction than the daily lesson plan, since it a rr) 
learning as proceeding in larger units; (3) the interrelatedness o : 

formation and skills that may have been allocated to different der 
partments is accepted; (4) less uniformity and monotony in class "ad 
struction is experienced, since the students engage in both activities 
and discussion; (5) class discussions are more real and more lively; 
(6) more adequate provisions can be made for individual differences 


because there are many different tasks to be accomplished in con- 
nection with any one unit; (7) 


good attitudes are wholesome by- 
products; and (8) habits of wide reading and extended rescarch are 
more likely to be developed. 


The development of the 
ing the attention of the school administrator upon the organization 
of subject matter for the purpose of meeting the needs of individual 
pupils. There has been c 


: ary-age level. If 3t 
Were possible to organize the school’s offering in terms of the experi- 
ence curriculum as described b 


Y Spears? there would be no need 
for further consideration of this proble 


onsist of a series of e 
purpose of e 
ence situations. Thus, the curric 
ests and needs, and emphasis would be 
of the individual so that he could adj 
changing culture. Such 


m. Under such a plan the 
xperience situations vital to 


^ active in directing the attention 
of its members to the necessity for curriculum study and develop- 
contributions made by this grouP 

9 Harold Spears, The Emerging High-School Curr 
New York: American Book Compan "nes 


joi. 
culum and Its Directio! 
Y, 1948, pp. 64-68. 
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was the report of curriculum practices and innovations to meet the 
ten imperative needs of youth.!? These are: (1) Skills, understand- 
ings, and attitudes which will make the worker an intelligent and 
productive participant in economic life. Thus, supervised work ex- 
perience is required in addition to skills and knowledge of occupa- 
tions. (2) The development of good health and physical fitness is 
needéd, (3) The rights and duties of a citizen in a democratic society 
must be understood. Youth must be diligent and competent in the 
performance of their obligations as members of the local, state, and 
world society, (4) The significance of the family for the individual 
and society and the conditions conducive to successful family living 
must be understood by all youth, (5) Youth need to know how to 
purchase and use goods and services intelligently. This requires an 
understanding of both the values received by the consumer and the 
economic consequences of their acts,- (6) Youth must know the 
methods of science, as well as the influence of science on human 
life, and the principal scientific facts concerning the nature of the 
world and of man. | (7) Opportunities must be provided for all youth 
to develop their capacities to appreciate beauty in literature, art, mu- 
sic, and nature. (8) Youth need to be able to use leisure time wisely 
activities that yield individual satisfactions 
(9) Youth must develop respect for others 
and work co-operatively with others. (10) 
ationally and to express their thoughts 
ability to read and listen with un- 


and well, balancing those 
with those socially useful. 
in order to be able to live 
Youth must be able to think r 
clearly. They need to possess the 


derstanding. i i 
It is evident that the program of the conventional high school 


Would find it very difficult to furnish experiences as complex as the 
ten described, but progress is being made. There are instances where 
high schools are organizing to provide co-operative part-time work 
programs. Placement departments have been seeking to provide part- 
time work as well as Saturday and summer jobs to give students an 
Opportunity to share in the world of work. The importance of health 
and physical fitness has been receiving additional recognition as 
shown by the fact that many boards of education are constructing 
buildings to provide for a more complete recognition of this aspect 
of the pupils’ needs. Many other similar examples may be found by 


10 “The Imperative Needs of Youth,” Bulletin, National Association of Second- 
ary-School Principals. Vol. XXXI (March 1947). 
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visiting up-to-date secondary schools 
writings in the field. 

Activities Involving Vital Experiences. It h 
of the outstanding achievements of the modi 
the development of activities to substitut 
teachers and administrators recognize tha En 
ences involving activity, Students learn about health through activi 
ties centered about food problems. The topics studied involve daily 
lunches, types of breakfasts, table setting, and table manners. The 

ivi making menus for school lunches, preparing 
the table, practicing table manners, and con- 
with proper and improper diets, Through such 
activities, the student has the opportunity to incorporate in his daily 
living what is learned, 

^n example is the un 
the Shorewood Hi 
the unit is “After Gradu. 


and by examining pertinent 


as been stated that one 
ern secondary school is 
e for passivity,” Both 
t students need experi- 


it used in the 


s in the light of all the 
available data on their interests, aptitudes, and traits of personality. 
This is facilitated by the use of an individual profile constructed by 
each student which contains information supplied from the admini- 
stration of aptitude tests and interest inventories. Students are also 
asked to rate themselves on 4 chart for evaluatin 
each student discovers his present and long-term occupational trend. 
He is urged to investi i 


2 the choice of a college by 
ing a tentative college course, study 


Economie Betterment,” Bullain 
cipals, Vo]. XXXII (May 1948): 
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dent, therefore, is able to participate in the work of the unit in terms 
of his own vital present and future needs. 

Another example is the service project in citizenship sponsored by 
Teachers College, Columbia University? The purpose of this proj- 
ect is centered in improving citizenship, and has based its primary 
resources on the principle that young people acquire civic skill by 
combining action and knowledge. Teachers and pupils are assisted 
in their studies of citizenship by planning tools consisting of (1) 
laboratory practice descriptions, (2) a materials card file, and (3) an 
organization guide. Through the plan, students are provided activi- 
ties with some actual experience in some phase of citizenship, they 
vledge through the use of the materials card file, 
are utilized for carrying on the activities. 
ited to a basic premise of American 


acquire much knov 
and the regular courses 
Each laboratory practice is rel: 
liberty. 

Under this plan, 
tice, "Saving the Tree 
check the condition o. 
might be obtained from loc 
vestigation and determining 
trees, The project might be 
dents volunteer to help carry 


a class might decide to select the laboratory prac- 
s.” Students would be given an opportunity to 
f the trees in their own localities. Assistance 
al and state officials in making the in- 
the plan of action necessary to save the 
concluded by having some of the stu- 
out some of the recommendations de- 
veloped as a result of the study. The study, research, and activities 
not only focus attention upon a pertinent local problem, but furnish 
background material and provide experiences emphasizing the 
premise that power belongs to and comes from the people. 

Further Consideration Needed for the Educationally Neglected. 
Secondary schools have been generally successful in meeting the 
needs of certain types of youth while neglecting the needs, interests, 
and abilities of other types. More than a fifth. of the young do not en- 
ter high school many leave prior to the time of graduation, and 
Others leave after graduation without having received training that 


will satisfy the needs of modern living. , "E 

Aiton it is impossible to provide a method of identifying all the 
students who are educationally neglected, it seems fairly certain 
that many can be identified. Some come of families with low incomes 


from the unskilled and semiskilled occupations. These youth are 


12 i itizenship Education. New York: Teachers College, Columb:a 
Improving Citizenship Project, 1959, p. 5-9. 


University, Citizenship Education 
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often retarded in school ai 
which is low in cultural att 
achievement test scores for 


nd are surrounded by an environment 
ainments, They make considerably pn 
age and grade than do the average. emi 
unfortunates are less mature emotionally than others, and often lat 
interest in school work. It should be remembered that no one of these 
can be considered an identifying characteristic, and that there may 
be many exceptions. It cannot be doubted that there is need for con- 
sideration for students whose needs are not being adequately met. 
The Implementation Committee of the National Association of 
Secondary-School Principals has made the following general sug- 


gestions relating to techniques of instruction for students whos 
needs are not being met:13 


l. Emp 
materials. 


2. Instruction directed to 
clearly recognized needs, 
3. The desirability of 
and longer contact with 
teacher guidance, 

Less exclusive dep 
Greater 
field trip. 

6. Greater utilization of visual and auditory aids, 

7. Organization of learning units around life problems rather than 
around subjects, 


P NN ems and 
hasis on the Concrete and specific in terms of both problems an 


ward the satisfaction of more immediate an 


: . i ; s 
Increasing the Opportunity for more Mer nin 
teachers in order to provide more adequa 
endence u 


Pon conventional printed materials. 
use of out-of-school 


3 e 
resources through the medium of th 


While these Suggestions were m 


tionally neglected, it would seem 


appropriate for all groups of students, M 


stions are equally 
unsolved could be elimin 


any of the problems now 
g the quality of ma ace 
he needs of the individual, 


motional, Physical, 


s e 
or social, much can b 
mber of students 
lected, 


now considered to be neg 


13 U.S. Office of Education, Fe 
cation for Every Youth, W 
p. 98, 
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ashington, D.C. G So oe 
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of these differences in native ability and in achievement became pos- 
sible. The addition of health services to the school has focused at- 
tention also upon the physical differences of children. One of the 
duties of the principal is to make provisions for these differences in 
the organization of his school. 

'The Need for Special Education. In most schools there are always 
children who deviate from the average so markedly that they cannot 
properly be cared for in classes with normal children. The proper 
educational care of these children has been designated by the term 
"special education" or *education for exceptional children." Such 
children mav be cared for either in residential schools, usually op- 
erated under the direction of the state, or in city systems in "special" 
schools or classes under, the direction of the local superintendent and 
subject to the supervisory attention of the state department of edu- 
cation. The question of children in residential schools is not consid- 
ered in this chapter. Among the types of children for which it may be 
necessary to make special provisions are those who are blind or have 
partial sight, deaf or hard of hearing, mentally deficient, physically 
handicapped, defective in speech, and mentally gifted. 

It is impossible to furnish figures comprising a complete census of 
exceptional children. The most recent figures available point to the 
fact that from 10 to 12 per cent of the children within the elementary- 
secondary school age are in need of special services, The total num- 
ber would approximate 4,000,000." This indicates the gravity of the 
problem. E ui d š 

Selection of Pupils for Special Classes. One effective method of 
identifying children who need special services is through a health 
survey by the school physician or nurse. Such a survey should in- 
clude a thorough physical examination of every child. Among the 
items which should be included are tests of hearing and vision, meas- 
urement of height and weight, and a heart examination. Examina- 
tions will also determine whether physical deformities make ad- 


visable the assignment of a child to a room for crippled children. 
Another administrative procedure which yields data for the place- 
ment of deviate children is a psychological test record of every child 
enrolled in the school. Such test records are valuable in the assign- 
ment of pupils to classes for children who are behavior problems, or 


Education, “Basic Facts and Principles 
14 Nation: ety for the Study of Education, : n. 
NES iei dinem] education,” The Education of Exceptional Children, Forty- 


ninth Yearbook (1950), Part II, pp- 6-7- 
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for the mentally retarded, or in the placement of the mentally gifted. 
In questionable cases of mental retardation, perhaps in all cases of 
deviate pupils, the results of the group test should be supplemented 
by individual tests, since a defect in reading ability rather than men- 


tal retardation may account for low scores on à group mental test. A 
battery of achievement tests given annu 


ally will add further informa- 
tion of value in assigning pupils to special groups and will also 
facilitate proper educational consider. 


ation in the special room. An 
individual folder or case record containing all the information about 
a pupil is essential if int 


elligent handling is to be given exceptional 
children. 


Administrative Responsibility. The principal has a responsibility 


to the deviate children. He should set up an administrative routine 
by which the teachers may hel 


the special grou 
in the principal's building or they may be trans- 


ildings in the school system. In 
dren, such as the crippled, are cared 


Special groups the principal should 
cc m the centra] office of the school system and 
probably from the state department of education, There mav be a 
department of child Study, an attendance bureau, psychological 
laboratory, 


SEUS. Special education which can furnish 
specifications for rooms for ex 


> and other special- 
Bas à dministering and su- 
pervising the educational aspects of the work in the local T This 
modern conception of 
age throughout this book. 
Principal. The principal of the school faces 
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tional care of deviate pupils. It has already been indicated that an 
administrative routine must be set up which will facilitate the identi- 
fication of such students either through a complete cumulative record 
system that includes adequate testing or through teacher reports and 
supplementary sources of information. Another general problem re- 
lates to the extent of segregation and the type of segregation which 
must be furnished. The principal must also be conversant with, and 
competent to set up, the types of educational training appropriate to 
eds of the various groups of these children. He should 
al procedures and special agencies which may 
be utilized in diagnosing and remedying the difficulties of the vari- 
ous types. The principal must understand these problems in order to 
make provisions for their solution or, if that cannot be done, for their 
amelioration. Whatever abilities students possess should be devel- 
oped to the fullest extent so that they may, if possible, become self- 
supporting members of society when the period of school attend- 
ance is completed. The principal, or someone else in the school, 
should furnish these students with sound educational and vocational 
guidance which will help make their vocational adjustment easier. 
It should be pointed out that the gifted child is sometimes over- 
looked when consideration is given to the matter of exceptional chil- 
dren. Failure to make provision for an educational program which 
will prove challenging to those pupils will result in waste not only 
to these immediately concerned but also to society in general. There 
is some indication that more attention is being given to gifted stu- 
dents. Among the suggestions made for improving the opportunities 
available to them are the following? (1) acceleration, (2) enrichment, 
(8) ability groupings, and,(4) special courses. Each of these sug- 
gestions recognizes that the gifted student must be given instruc- 
tion at a higher level or at a faster rate than his associates. While this 
may prove helpful, other ways must be discovered. It is conceivable 
that these youth could be used by the teacher to assist in instruction 
or in tutoring students who are experiencing difficulty. Such activity 
would offer an opportunity for the development of leadership, a 


prime purpose in the instructional program. 
Problems in Connection with Special Classes. The transferring 


satisfy the ne 
also know the gener 


15 “Whe asions for the Education of Gifted Students?” Bul- 
H. A. Odell, “What Provisions tor sincipals, Vol. XXXV (April 


letin, National Association of Secondary-School P. 
1951), 39-46. 
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of students from regular classes to the special classes is a relatively 
simple matter when the special room is located in the same school 
building. When the student is to be transferred to another school it 
is important to see that the proper forms are filled out and to follow 
up the transfer to see that it actually took place. In cither case it is 
advisable to confer with the parents, secure their confidence and co- 
operation, and see that no stigma is attached to the tr 
might cause the special education to be ineffe 
difficulty in future transfers that may occur in the school. 

If child study clinics are available, they should prove of great 
value in determining who should be placed in special classes. Visit- 


ing teachers, when they are provided, are helpful in making the home 
contacts, in following up transfers, and in helping adjust students to 
the special classes. 


Transportation is required for some of the students enrolle 

cial classes. The central administration usually accepts responsibility 

for the arrangements, but the principal may have duties concerning 

the conduct of the drivers and the condition of the buses when they 

s at the local school, Ordinarily this will prove to be a minor 
uty. 


ansfer which 
ctive or might cause 


d in spe- 


Most special groups have lunch and rece 
ferent from the regular students 
day varies from the regular program, Whateve: 
are necessary in any school system will of neces 


pal to consider carefully the time schedule as 
unnecessary confusion, 


5S periods at hours dif- 
, and for some groups the length of 
r unusual conditions 
sity cause the princi- 
a means of preventing 


: at teachers of exceptional 
children should possess s ining for regular teaching duties. In 
addition, these teachers should have preparation in the field of spe- 
cialization for the type of deviate child for which service is desired: 
In addition, the te onal children should possess those 
excellent human relations within 

the classroom. If it is impossible to obtain professionally trained per- 
; the Principal must initiate an in-service 
ding, workshop participation, and 


TS of the staff who desire to prepare them- 
ice. 
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REORGANIZATION OF SCHOOL UNITS 
TO MEET STUDENT NEEDS 

The Elementary School. The reorganization of school systems to 
meet student needs has occurred chiefly in urban areas. In rural dis- 
tricts the one-room school serving students from Grades One through 
Eight still prevails, except for school grading, much as it did in 
pioneer days. In urban systems, the tendency has been in the direc- 
tion of reorganization along the lines of a six-grade elementary 
school, a three-grade junior high school, and a three-grade senior 
high school, or a six-grade junior-senior high school or some other 
type of organization besides the eight-four plan. 

The internal organization of both the six-grade and the eight-grade 
elementarv school is very generally that of a self-contained unit with 
one teacher responsible for the entire program of instruction in a 
people any longer advocate an elementary- 


school unit of more than six grades. In this span the elementary 


school is able to achieve its major purpose, namely, providing op- 
portunities for children from six to twelve years of age to acquire the 
abilities and skills basic to independent learning. 

Although the actual reorganization of sec- 
ondary education began only a generation ago, it has profoundly af- 

e ba *. 1 n 

fected the school organization in which over half of the high school 
youth today are enrolled. The first proposals for a reorganization date 
back nearly half a century; the actual growth has taken place since 


1922. Koos has shown that in 1922, there were 1,566 reorganized 
high schools. The reorgan- 


Schools as compared to 12,490 regular 
ized school, in 1922, accounted for only 11.1 per cent of the total num- 
1988, the number of reorganized schools 


ber of secondary schools. By uzee S 
had grown to 9,534 or 38.7 per cent of the total number; in 1952, 57.2 
per cent of all secondary schools were classified as reorganized. These 


figures indicate an almost steady growth of reorganization over un- 
reorganized schools during the period. At the close of the period 
studied, the reorganized school outnumbered the traditional 8-4 


type. 
Likewise, Koos 1 
the reorganized schools has shown 
School Reorganization After a Half-Century," 
October 1953). 393-395. 


single classroom. Few 


Reorganized Schools. 


has shown that the per cent of pupils enrolled in 
a steady increase over the period 


,, * L. V. Koos, "Junior High 
The School Review. Vol. LXI ( 
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studied.'* In 1922, 13,5 per cent of pupils we 


re enrolled in reorgan- 
ized schools as 


compared to 86.5 per cent in regular schools. By 


5. cent and 34.1 per cent. 
In terms of pupils this represented 3,739,622 in reorganized and 1,- 


934,245 in regular high schools. It seems safe to concede that the re- 


organized secondary school is the dominant form of high school 
organization today. 


The facts regarding the reor: 


rganization, constitutes the 
: The grades included in the 


he important issues for the 

ncluded from his study that 
junior high schools have bee d for one or more of the fol- 
lowing reasons: COSTS educat 


17 Ibid., pp. 396-98. 

18 M. E. Herriott and others "History and Obje ti . : ca- 
hs " Be ^ a f Junior High Edu 
tion in California, Bulletin, National Associati db ë incipals, 
Vol. XXXV (December 1951) 1. mh M Secondary-School Princip 
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It is evident that a greater concern for the individual pupil and a 
consideration for his welfare has been in no small part responsible 
for changes in the organization of the public school system. This 
conclusion is substantiated by the findings resulting from a study of 
trends in junior high school practices.!? This investigation covered 
24 states and showed that a majority of the junior high schools (1) 
use the block system for scheduling, (2) practice grouping to a greater 
or lesser degree, (3) do not depend upon a single textbook for class 
use, (4) give marks based on individual ability rather than on a single 
standard, (5) establish special classes for slow learners in academic 
areas, (6) pay special attention to gifted pupils, (7) utilize supervised 
Study methods, (8) build strong guidance programs, (9) attempt to 
build understandin gs of the adolescent, and (10) evaluate results. AII 
of these trends, with the possible exception of one, give promise of a 
more productive learning situation for the individual pupil. 

The Junior College. The most recent development in secondary 
education is the addition of the junior college to the public school 
System. The junior college has become part of the public school sys- 
tem because of the growing conviction that general education con- 
tinues through the fourteenth grade instead of ending with the 
twelfth, since specialization in college begins with the junior year 
(fifteenth grade) rather than with the freshman year (thirteenth 
grade). Furthermore, economic and social forces make it impossible 
for many youths to be employed before the age of twenty (usually 
end of fourteenth grade). A study of the junior college movement has 
revealed some interesting facts concerning its development.?? There 
Were 74 junior colleges in existence during the year 1915, but only 
26 per cent of that number were public. By 1948, the total number 
of junior colleges was 652 and 50 per cent were public. The number 
of junior colleges had shown a slight decrease by 1952, the number 
being 586, but 55 per cent of that number were public in type. The 
slight decline in number during the period from 1948 to 1952 was ac- 
Counted for by the decline in veteran students and unstabilizing fac- 
tors, 

19 : “ y rends in Junior High School Practices in 
mesi D ere E EL) itus pei ie of Secandery-Sahnl Prin- 


cipals, Vol. XXXV (December 1951), 120-125. j ] 
E, J. Bice T American Junior Colleges. Washington, D.C.: American 


Council on Education, 1952. 
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The junior college represents another attempt to extend el 
tional opportunities to all American youth, Continuing effort is ex- 
pended on facilitating student adjustment at each level, 
this problem, Johnson has stated that the junior colle 
Study the characteristics, including the achievements, o 
students; (2) Take into consideration the individuality 
which means providing adequate guidance; and, (3) 
riculum adapted to and based on the particu] 
being served.21 

While most junior colleges are two-year units separate in ad- 
ministration from the public high schools with which they are fre- 
quently housed, there is some variation in the type of organization. 
One variation is that represented by the 6-4-4 plan. There is um 
conviction that a four-year unit consisting of the last two years 0 
the high school and the first two years of the college is the most 
promising type of junior college. It has a long enough time span so 
that a comprehensive program of studies can be planned for the stu- 
dent. The counseling system should be more effective, since the four- 
year unit does not lose approximately half of its membership an- 
nually as must occur in a two-year unit, Having one administration 
responsible for the four-year unit makes it possible to prevent dupli- 
cation of the curricular offering much more easily than can be done if 
the first two years are under one administration and the last two are 


under another, The four-year junior college may be expected to ex- 
pand in the future, 


Martorana, in a stud 


: a echool 

has sl S now in use in schoo 

Systems, has Shown th an of organization receiving most sup- 
port by administrator 


ustrat study is the 6-4-4 plan.?? He 
considered this an important finding in view of the radical departure 
of the plan from tradi id the relative short period 
of its existence, Wh year unit has been established, the 
school organization becomes a 6-44 Plan. The ele 
consists of six years, followed b 


ya high School of f 
—10). The final unit in the public 1 
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school system then becomes a four- 
year college (grades 11-14), 
21B. L. Johnson, General Education in Acti ; orican 
Council on Education, 1952, p. 347. Sm Washington, DiC: dier 
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In those communities where the enrollment or finances do not per- 
mit a junior college, the form of organization will increasingly tend 
to be a 6-3-3 for a six-year elementary school followed by the junior- 
senior high school organization which has been shown to be the most 
promising type of secondary school. It is not feasible to establish re- 
organized schools in all communities because of legal restrictions, 
present housing facilities, or other important local factors. 


OTHER FACTORS RELATING TO STUDENT NEEDS 

From the consideration given to the efforts of school administrators 
to effect organizations designed to meet student needs, it is evident 
that a complex problem is involved. A broad interpretation of needs 
would involve concern for almost every department of the school. 
Some communities have cast aside tradition in an attempt to improve 
the educational experience for young people. A number of systems 
have purchased camp sites and operate school camps as a part of the 
regular program. Other communities have developed an extensive 
program for recreation. Youth centers now may be found in many 
Cities as a part of the municipal program, and some schools have de- 
veloped such centers through the use of school tax funds. 

The needs of youth vary from community to community and may 
r to the next. With the research now being car- 
as juvenile delinquency, home and family re- 


lationships and similar topics, further educational measures may be 
indicated, The school principal must remain aware of the problem 


and be willing to change the status quo when such change is bene- 
ficial to young people. 
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PART IV 


THE PRINCIPAL AS A 
SCHOOL MANAGER 


18. 
THE PRINCIPAL’S OFFICE 


Today no school building with more than one classroom would 
be considered complete without an administrative office. The size 
and layout of the office would depend on various factors. For ex- 
ample, the enrollment to be accommodated, the organization of the 
school, the functionaries to be housed in the office, and the services 
to be provided would determine the need for office space and the 
office layout. 

But schools with more than a single classroom have not always had 
offices. In fact, there was little need for office space in such schools 
since the administrative head was invariably a teacher and not an 
administrative officer. Such acts of administration as were performed 
Were considered incidental to the primary duty of instruction. The 
transfer and promotion of students from one school to another was 
cared for by the school committee or board of education as was also 
the prescription of curriculum content, the selection of textbooks, 
and the purchase of equipment and supplies. The headmaster, who 
approximated in certain respects the principal of today, was only a 
minor administrative officer whose chief duty after instruction was 
the maintenance of order and discipline in the school building and 


9n the grounds. 


It is apparent that such an offici f 
Callers came to the headmaster's classroom. If waste space existed 


about the building it might have þeen utilized by the master as a 
Private room or a place for his coat and hat and the few personal 


elongings not needed in the classroom. 
ORIGIN OF THE SCHOOL OFFICE 
The grading of town and city schools brought great changes. The 
One and two-room schools in urban communities began to give way 
to central buildings of eight to twelve rooms, with a teacher for 
each room, Even in cities which had appointed superintendents, it 


Was necessary to clothe the head teacher of these schools with mana- 
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al had little need for an office. 
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to separate the waiting room and the office of the secretary. po 
counter is utilized as filing space for forms and records, and i 
waiting room as the clearing house of the school. The waiting de 
contains a master clock, bulletin board, mail boxes for the teachers, 
ic telephone, and seats for callers. 

rorem na of the available published plans of modern school 
buildings drawn for school systems throughout the country vd 
that conception of office layouts just discussed is in advance of tho: : 
in use in the majority of towns and cities. All too frequently an T 

moded conception of office functions seems to prevail. Whether = 
responsibility for this conception is chargeable to the superintend 


: tors 
ents of schools, to the designing architects, or to economic peers 
is difficult to determine. At least, the conventional types of office i 
use in many school s 


ystems are open to serious criticism with respect 
both to adequacy and to architectural plan. 
MINIMUM STANDARDS FOR THE 


ADMINISTRATIVE SUITE 
Authors of texts on schoo 


ety ; A ; e 
l administration have given considerabl 
attention to the function 


al character of administrative offices at all 
levels. These authors show that the single-room conception of the 
administrative office is no longer adequate and that efficiency in 
administration requires the centralization of administrative func- 
tions. The modern office 


: : Is 
in large elementary and secondary schoo 

requires (1) a general room for the rece 

space for a clerk or sta 


ption of callers, (2) office 
f of clerks se 
by a counter or barrier 


to be carried on, (8) a private office for 
and study, (4) fireproof storage space for important records, (5) ? 


storage room for office supplies, (6) toilet facilities and wardrobe: 
(7) workroom for the housing ai 


nd use of 
storeroom for educational supplies, if free 


gree of privacy for the work 
the principal for conference 


: $a EN. r 
ing teachers, physician, nurse, pupils emergency room and othe 

: e 
Services under central office control, and (10) teachers’ conference 
room, 


Since the office is the public room of the school, it should be 
readily accessible to callers, It must also be so organized 2n 
arranged that the first reaction o 


i able 
number of comfortable chairs, attractive prints or pictures suitab 
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for a school, and a table 


9 


Ai 


425 
on which may be displayed in orderly 


fashion such materials as the school yearbook, the latest copy of the 


school newspaper, neatly 


bound mimeographed units of work, or 


books written by the faculty cannot fail to win respect from the 
waiting caller. Inasmuch as many visitors never see any part of the 


office except the reception 


[XE 


Scare m Fenr 


Fig. 10. Office Suite of t 


School, Moline, Illinoi 
R. Beckstrom an 


courtesy of M. 


Should be one of efficiency 


should be answered promptly, cour 
or telephone operato: 


clerk, secretary, 
The office of the princi 


> 
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room, it is essential that their impression 


he East Side Elementary 
(Reproduced through the 


s. 
d the Board of 


Education.) 


erliness, and that their questions 
teously, and accurately by the 


r in charge. 
hose of his administrative as- 
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accessibility, 
arries on both 


orderly fashion, the walls decorated attrac- 
tively, the floor covered appropriately, and art objects placed so as 
to make a favorable impression on visitors, Privacy, however, does 
not necessarily mean invisibility. School administration is public 
usiness; some writers advocate that the partitions of private 
school offices should be of clear glass so that administrative offices 
are clearly visible from any part of the office at all times. 
The centralization of office functions ina properly equipped ad- 
ministrative suite makes for speed in the transaction of school busi- 
i plication of records and clerical serv- 
iliti ong administrative functionaries, and 
istrative efficiency of the entire staff. 
quired to see the advantages of centraliza- 
layout of the East Side Elementary 
Illinois (Figure 10), the Washington Junior High 
nia (Figure 11), or the West Aurora 
Senior High School, Aurora, Illinois (Figure 12), in contrast with 
decentralized arrangements in the schools of the past in which ad- 
i ere housed wherever space was avail- 
able. 


charge and (2) i 
may be required to wait s 
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purposes specified or, if only a single room is available, it should be 
divided with a counter which separates the records and the person 
in charge from the public space. Other private space adjacent to the 
general office should be provided if functionaries, such as the assist- 
ant principal, dean of girls, counselor of boys, health officers, and 
clerical staff are utilized in office work. 

Influence of Available Space on Organization. In the older school 
buildings which provided only a small allotment of space for office 
purposes, the development of office functions has necessitated the 
utilization of whatever space is available throughout the building. 
In some schools a classroom adjacent to the office may be remodeled 
$0 as to provide an office suite. In other buildings, widely scattered 
space may have to be used for the office functions. 

To illustrate, the office of the principal and the reception room 
may be located on the ground Hoor near the main entrance, the 
Workroom for the clerks in an improvised space in the basement, the 
office of the health officers in adequate space on the second floor, 
the storeroom for supplies in space formerly used as quarters for the 
janitor, and the office of the dean of girls in a vacated cloak room 
On the third floor. Such scattered office facilities necessitate the 
multiplication of records, involve difficulties in supervision, en- 
courage loitering and disturbances on the part of pupils, make for 
lack of co-ordination and co-operation of administrative personnel, 
and generally conduce toward waste and inefficiency. On the con- 
trary, in the newer schools in which adequate office space has been 
provided for all administrative functions and functionaries en suite, 
office administration is greatly facilitated. 

From the description just given it should be apparent that the 
office functions in any given school are influenced by the space avail- 
able for office purposes. The functions are still further influenced by 
the way the office space is planned. If the principal and his assist- 
ants are required to perform their duties under space handicaps, 
they may yield to the difficulties of their surroundings and become 
adjusted to low standards of efficiency. But if space provisions are 
favorable to the performance of office duties, then the standards of 
efficiency should be materially increased. . 

Organization of Office Materials. The effectiveness of a school 
office is very greatly increased if materials are filed to facilitate easy 
access to them. In offices which have clerical assistants, one of the 
clerks should be assigned this responsibility. In any case the filing 
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should be systematic and well-organized so that time is not wasted 
iu filing material or in locating filed material. 

A number of methods of filing 
the central office indicates gener 
has discretion, the following syst 


are satisfactory. In many systeris 
ral procedure. Where the principal 
em will generally prove satisfactory. 
A set of alphabetical guides is secured as the basis. Behind these are 
placed folders for the major categories under which material is to 
be filed. What these categories will be in an individual school cannot 
be stated exactly, but the following are suggestive: 

Bulletins (Official) 

Correspondence (General A to Z) 


Curriculum (Mathematics, English, Social Studies, and so forth) 
Invoices 


Requisitions 

Reports to Superintendent 

Principal’s Annual Report 

Extracurriculum Fin 

Principal's Personal Correspondence 

Regional Accrediting Agency 

State Department of Education 

Two folders which will enable a principal to keep his desk clear 

and to increase his efficiency are: 

Unfinished Business 

Unfinished Business 
Whether the latte 
principal's desk 
facilities for filin 


ances 


(Immediate) 
(Deferred) 

r items should be ke 
depends on the size 


pt in the office files or on the 
of the school as well as the 


pupil containing anecdotal records, 
home, and other pertinent materials. 
a regular administrative procedure 
case studies available for the use 
live assistants when needed. 


test booklets, reports to the 
Collecting such information as 
makes material for preliminary 
of the Principal or his administra- 
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the states have statutes bearing on the duties of school principals. 
The states that have made the duties of principals a subject for 
legislation have restricted enactments very largely to the responsi- 
bilities of principals for keeping children in school. Only about a 
third of the states have passed laws bearing on the administrative 
duties of principals. 

Examination of these laws shows that approximately half of the 
duties prescribed could be performed as well by a clerk as by the 
principal. At best, most of the duties would require little more than 
general supervision on the part of the principal. Yet, the duties that 
are prescribed in the law may take on an exaggerated importance 
in the minds of some principals, prompting them to do the work 
personally rather than to delegate it to clerical assistants or to other 
members of the local school staff. The fact that the principal is re- 
quired by law to hold fire drills at stated intervals or to raise the 
flag over the school premises each day does not mean that these acts 
must be personally performed by the principal. He must, of course, 
accept responsibility for them, but the responsibility can be dis- 
charged through general supervision as well as personally directed. 
It is only when school laws are literally observed that the office 
duties of principals are greatly influenced by the functions pre- 
scribed. 

Duties Prescribed by Instructions from Superior Administrative 
Officers. In city systems in which there are several local schools, 
instructions are issued to principals from the central office at fre- 
‘quent intervals. These instructions may greatly influence office duties. 
For example, the instructions may call for specific reports within a 
Siven period of time. As a result the principal may have to spend 


much of his time on office work during the period indicated in order 
to complete the reports. Other instructions may define procedures 
to be followed in the performance of certain duties, such as the use 
methods of reporting student accidents, 


of the school telephone, à 
s not included on approved lists, 


procedures in requisitioning supplie : . 
and the like. In the course of a year such instructions may accumu- 


late to the point where much of the office time of the local principal 


is consumed in carrying out requirements of the central office. 
It is apparent that in city systems where the central office exercises 


a vigorous leadership in the administration of local schools, the 
Principals tend to become office intermediaries between their schools 
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and the central office. Their office duties are ] 
little opportunity is allowed for the exercise 
to be made of office time. The indiv 
as efficient in such school systems, m 
central administration and must organize his office duties so that the 
instructions may be carried out in accordance with the directions 
given. The prompt compliance with central-office directions is con- 
Sidered so important in some school Systems that codification has 
been resorted to as a means of aiding principals in the performance 
of their office duties. In systems in which codification of central 
administrative instructions has not been attempted but in which 
Such instructions are numerous, individual principals have resorted 
to codification as a means of insuring efficient performance of cen- 
ments. It is evident that in school systems so Or- 

the office duties of local principals are 

the central ad- 


argely prescribed, and 
of initiative in the uses 
idual principal, to be regarded 
ust know the instructions of the 


Many school Systems regard the local principal as the responsible 
head of his school and, therefore, allow him great latitude in the 


organization of his office, Instructions issued from the central office 
are general in ch 


Rules and Regulations of the Board of Educ. 
of School Principals. Since the laws of a 
states are silent with respect to the school 
of his duties must be 


ation Regarding Duties 
pproximately half of the 
principal, legal statement 
and regulations of local 


fi iien: h regulations can be classified into 
ve general divisions in order of frequency: administrative, clerical, 


scellaneous, Only 4 few are common 
gulations adopted for the guidance 
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of principals in 150 cities pertain to administrative duties. Clerical 
duties, next in order of frequency, are prescribed in about half the 
number of regulations that prescribe administrative duties. Super- 
visory, teaching, and miscellaneous functions in the order mentioned 
are required by regulations only one-eighth as frequently as are the 
administrative and clerical. Inasmuch as the administrative practices 
of principals are influenced more by regulations of general scope 
than by those of occasional mention, a list of the 15 regulations of 
greatest frequency is presented for examination in Table 1. 

It is apparent from the regulations listed in Table 1 that the 
boards of education in the 150 cities studied emphasized the per- 
formance of managerial and clerical duties by principals. In fact, 
only two of the 15 duties specified, namely, "Responsibility for classi- 
fications and promotions," and “Counsel and aid teachers," fail to 
come under the head of managerial or clerical duties. The types of 
duties emphasized in the regulations tend to make the principal 
alert to problems of routine work which center around the adminis- 
trative office. Probably the conclusion is warranted that the regu- 
lations of boards of education virtually compel the principal to 
become an efficient office manager who safeguards the buildiug, 


Table 1 
Duties OF PRINCIPALS SPECIFIED 50 TIMES OR MORE IN 


RULES AND REGULATIONS OF BOARDS OF EDUCATION 
in 150 Crræs 


Number of 
Cities 
Duty Specifying Percentage 
Assume charge of buildings, grounds. and equipment x p 
Hold fire drills ... "89 59.3 
Suspend pupils ... 86 57.8 
Witness and inflict corpora punishment 78 52.0 
equisition books and supplies 69 46.0 
Record and report suspensions 67 44.6 
nforce rules and regulations . 65 43.3 


Direct and control janit ux 
a janitors ; 4 
Record and report as the law provides, or as the super- Ps 250 


intendent demands k d 60 40.0 
cord and report teachers’ attendance ý 
ssume responsibility for classifications and promotions D bes 
Supervise students outside classrooms . 57 38.0 
Ounsel and aid teachers .....- 51 34.0 
€cord and report corpora punishment .. 50 38.8 


Ssume charge of distribution of supplies 
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maintains order, holds fire drills, requisitions supplies, keeps school 
records, and makes reports, instead of inspiring him to become the 
professional leader and director of his school. 

Obviously, the principal must resist the 
regulations of his board of education or be 
and diligent clerk, To yield is to invite ce 
tion. The remedy for the Situation lies in the subordination of general 
staff office duties to important professional responsibilities. General 
managerial and clerical duties must not be neglected; rather the 
office work must be so organized that the principal can find time to 
perform professional duties, which if neglected will result in a 
Serious loss to the school. Happily, forward-looking boards of edu- 
cation now grant broad administrative and Supervisory powers to 


principals rather than prescribe clerical tasks for them ‘in detail, as 
Was once the general policy. 


Regulations of State Agencies Affecti 
pals. The Prescriptions of the state board of education, the commis- 
sioner of education, the board of health, and the fire department 
may directly affect the office duties of the school principal, since the 
decisions of state officials have virtually the force of law. Responsi- 

i € enforcement of such prescriptions generally rests di- 
and city systems rather than on 


THE PRINCIPAL'S OFFICE 


temptation to yield to the 
come a routine office man 
rtain professional deteriora- 


ng the Duties of School Princi- 


ations have been adopted for prin- 
SA á Y, is almost exclusively on routine 
administrative and c] principal, when sub- 
her enmeshed in the 
s. His problem is to see that the duties 
er them a mandate for 


ardizing Associations Affecting Duties et 
mentary schoo] Principals are not subject to 

ardizing association 
pals, although forces 
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tions. Annual reports must be made to the accrediting authorities. 
Deviations from standards become a regular source of worry, and 
problems of averting consequences constantly call for solution. For 
example, it is not always easy to meet the requirement of pupil- 
teacher ratio expected of accredited schools. To maintain accredited 
status is an important objective that may dominate the attention of 
the principal from year to year in school systems which are in 
financial distress, or in which enlightened public opinion has not 
been marshaled in support of the schools. As a result some princi- 
pals find that the requirements of accrediting associations make heavy 
demands on their time, preventing them from giving greater atten- 
tion to important problems in the administration and supervision of 
their schools. 

The requirements of the accrediting associations thus become an- 
other influence in concentration of circumstances that tends to make 
the school principal a slave to office duties. How to relieve the prin- 
cipal of the burden of such responsibilities has also become a prob- 
lem of accrediting associations in recent years. The American Coun- 
cil on Education? has developed evaluation criteria for use in high 
School inspection and has made available for principals a number of 
Measuring instruments for use in continuous self-appraisal. These in- 
Struments provide for a variety of evaluations, which though they re- 
quire more time to use than the quantitative criteria which preceded 
them, are much to be preferred in that the new criteria indicate at 
what level on a percentile scale a school is located. They thus be- 


come accounted for by principals. 
ORGANIZATION OF OFFICE FOR 

EFFICIENT ADMINISTRATION 
The operation of the influences discussed in this chapter tends 
both to restrict the principal in his office practices and to encourage 
him to make creative departures. Although improvement always 
depends upon the principal himself, nevertheless it is greatly facili- 
tated by factors such as (1) the time allowed for administrative work, 
(2) the number of administrative assistants provided, (3) the clerical 
assistance furnished, (4) the organization of the office space avail- 
able, (5) the office equipment provided, and (6) the conception of the 
A Cooperative Study of Secondary School Standards. 


* Evaluative Criteria, i 
Washington, D.C.: The Council. 1950. 
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principal of the place of office work in his total program of duties. 
But the mere existence of any or all of these factors in a em 
school does not necessarily mean that efficient office practices Me 
be employed. Effective organization and appropriate utilization o 


the factors available in a School are essential to efficient office ad- 
ministration. 


A modern school office of the centralized type is an important 


nt school administration, but as indi- 
arily insure administrative efficiency. 
age in administrative work must be 
ir activities coordinated, if facilities are 
to be wisely used. The functions of administration in a given school 
y the school head, the responsibilities of 
ed, and the relations among functionaries 
accomplishment of administrative results 
ative office and its facilities can make an im- 
portant contribution to school efficiency, but the office and its or- 
ganization must never be made an end, Generally speaking, a well- 
conceived office should signify a well-administered school, but, un- 
less the Organization set-up results in the emancipation of the 
principal from routine administration and petty details and the use 
of his time for Tesponsibilities of major concern to his school, a 
administrative office fails to exercise proper influence, regardless 0 
what its layout or equipment may be. ; 
Time Available for Office Administration. In many school systems 
the principal is stil] regarded as a head teacher who assumes re- 
sponsibility merely for the 
pal in such schools has little, i 


s for office duties, Needless to say, little is 
practices of principals whe 
day to teaching. In schools so 
is no need for elaborate office 


Freedom of Principal from Teaching. The tendency in city SY* 
tems where local sc 


hools of considerable size have been provided 
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is to relieve the principal from teaching and to expect him to devote 
considerable time to the performance of office functions, such as 
(1) interviewing pupils, parents, teachers, and other callers: (2) col- 
lecting and filing information regarding pupils, teachers, and physi- 
cal facilities of his school; (3) compiling records and preparing re- 
ports called for by the central office or required in the professional 
study of his problems; (4) servicing the pupils in the way of supply- 
ing pertinent information, giving advisement, and effecting adjust- 
ments; and (5) maintaining contacts between school and community 
by means of telephone, letters, and periodic reports. 

The performance of the functions just enumerated requires the 
Systematic use of office time. Many principals have met the issue 
through the establishment of definite hours for office work, including 
specified office hours for interviewing pupils, teachers, parents, and 
visitors. The evidence available indicates that principals as a group 
still have great improvement to make in the systematic use of office 
time. 

Office Hours. The average supervising principal in an elementary 
School spends between eight and nine hours a day at school. Eight- 
een per cent spend less than eight hours; 49 per cent nine toten; 
and 4 per cent, ten hours or more. Principals in cities of 50,000 popu- 
lation and over spend less time than principals in cities below 50,000. 
Principals in places below 5,000 population require on the average 
more than ten hours daily in order to accomplish their work. Teach- 
a group reported a median of 8.86 hours per day. 
nd 29.3 per cent of their school day in the 
luties; 15.1 per cent, in clerical du- 


ing principals as 
Supervising principals sper 
performance of administrative c e 
ties; and 5.1 per cent, in miscellaneous activities. ost 0: nese 
ed in the school office.® 

l hundred high schools, it 
als arrived about 8:00 a.m, 


duties are normally perform 
In a study of office practices in severa 
Was found that three fourths of the princip x : 
and that about the same percentage left at rire d 5:00 p.m. 
The median day is usually nine hours, including we D 
practice of high school principals is to spend odd p in as ce 
Work, although the size of the school and the number of a iur j 
tive assistants would, of course, influence this practice materially. 
on, Department of Elementary-School Prin- 


5 Nationa ati Associati r : 4 k 
cipals, a School Principalship, Twenty-Seventh Yearbook (Sep 


tember 1948), pp. 85-95. 
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considerable number of principals maintain regular office hours for 
pupils, patrons, and teachers, although many do not. 

It is impossible for a principal to be more than an office manager 
or high-priced clerk if casual callers may see hir 
happens to be in the office. Time for pl 
provided in the principal's private offi 
must free himself from office routine so 
observing the instruction in the school 
it. It cannot be recommended too stron 
announce and keep office hours, How 
to such hours will depend on the size 
administrative assistants furnished the principal, and his philosophy 
of the proper methods of improving instruction. 

Administrative Assistants. Study of office 
cipals reveals a rather wide distribution of 


n at any time he 
anning and study must be 
ce. Likewise, the principal 
that he may spend time in 
with the view to improving 
gly that the principal should 
much time should be devoted 
of the school, the number of 


s of an administrative character cannot be 
performed by the principal. 


Most high school pri 
d 


ctor of extracurricu- 
ads, are found in in- 


m secondary schools. Both chairmen and 


in the performance of 
S of teaching and nor 
nee thus provided in 
s from the equivalent 
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teachers and school nurses are utilized to a greater extent than in 
small school systems. The principals of elementary schools gener- 
ally receive more assistance from central-office supervisory per- 
sonnel than do principals of secondary schools. The tendency in 
good elementary schools is for the principal to utilize his staff mem- 
bers either through committee assignments or as resource assistants 
in the efficient organization and management of the school. 

Responsibilities of Professional Assistants. The number of profes- 
sional assistants available varies with the size of the school and 
the educational philosophy of the administration. The most fre- 
quent aide is the assistant principal, who is often a woman when 
the principal is a man. In such cases the assistant may also serve as 
dean of girls. When the assistant is a man he may also serve as 
counselor for boys or as general personnel adviser for the entire 
student body. 

In many secondary schools it has been found desirable and ef- 
fective to centralize, in the hands of a competent clerk who is 
under the close supervision of an assistant principal, the attendance 
accounting and readmission of pupils to class after absence. Such 
a practice is desirable in schools which provide sufficient adminis- 
trative assistants, since it insures consistency in dealing with all 
cases, which is impossible if the matter is decentralized in home- 
rooms. It enables one office to spot the laggards and truants and 
deal with them quickly. It also enables the central office to know 
immediately, if it is necessary, whether or not a particular student 
is in school. The collection of absence slips from each classroom 
each hour and tabulating the absences on a master chart in a school 
of 1,500 pupils ordinarily requires not more than half the time of 
one clerk and much less time of the assistant principal. 

If there is more than one professional administrative assistant, 
work must be allocated. To one may be assigned the duty of pre- 
Paring the social calendar, issuing a guidance bulletin to enable 
Students to choose wisely their extracurricular activities, and serv- 
ing as sponsor of the student council. If there isa director of extra- 
Curricular activities—and the position is on the increase in secondary 
Schools—these duties are delegated to him. 

Many larger schools, both elementary and secondary, prepare 
administrative handbooks which delineate the duties of all func- 
üonaries who are charged with administrative responsibilities. 
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These handbooks represent a forward step in the organization of 
the work of the school principal provide great assistance to the 
teaching staff in establishing proper relationships with personnel 
charged with administrative functions, and make possible the 


elimination of waste frequently resulting from uncertainty and lack 
of organization, 


Counseling Service. In small se 
schools, counseling is integrated 
In larger secondary schools the 
signed to a dean of 
boys. However, 
counselors for th. 
cated to the cou 
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condary schools, and in elementary 
with administration and teaching. 
task of advising girls is often as- 
irls and that of advising boys to a dean of 
many schools substitute a general counselor or 
e deans. Some administrative duties may be allo- 
nselors in accordance with their fitness. Ordinarily 
these assistants teach part time in addition to counseling. One dif- 
ficulty is involved. Many persons feel that counselors should have 
no administrative functions lest their effectiveness be lessened as 
counselors of youth. Yet in many schools it has been found prac- 
tical to combine both administrative duties and counseling in one 


individual without loss, And in small schools this condition must 
continue to prevail. 


Clerical Assistants, In addition to the administrative assistants 


specified in the foregoing section many principals have either part- 
time or full-time clerks. In secondary schools the secretary or clerk 


is regarded as an indispensable assistant. The principal can usually 
Secure as many clerical as 


sistants as he can justify by the clerical 

needs of his school. 
A study of the assistants foun 
supervising principals was rep 


ementary School Principals.’ It was 
e schools had assistant principals, 47 


ad no secretarial service: 
assigned to clerks by the elemen- 
d in Table 9, 

ited show that the school principal 
on staff members and clerks for as- 


6 The Elementary School Principalship, op. cit., pp. 58-60. 
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acquired should enable the principal to emancipate himself from 
certain types of office duties, which, if performed by the principal 
personally, may prove to be costly to the school system and may pre- 
vent his performance of other duties of greater importance to the 
school. The efficient utilization of the assistants available thus be- 
comes an important problem to the school principal in administrative 
engineering. He must justify the uses made of these assistants not 
only by the duties which he assigns to each of them but also by the 
way he utilizes, personally, the time released from office routine as 
à result of their assistance. 
Table 2 


Most ĪMPORTANT Duties ASSIGNED TO CLERKS By 614 
SUPERVISING ELEMENTARY SCHOOL PRINCIPALS 


and Stole Xo. ussucseieove entier 149 


. Supplies, books 


I 

2. Reports . 146 
8. Telephone : 105 

4. Typing and stenographic work 77 

5. Records E: 

6. Attendance 59 
T. He disti om x A 

8. Mimeographing . 

9. peg office ea clerical work 40 
10. Filing Ed 
11. Banking ER 
12. Messenger = 
3. Enrollment 24 
14. Milk program " 
15. Reception of c lers and parents jd 
16. Library work 15 


17. Bells is 
18. Cafeteria . s 
19. First-aid treatment . 9 


20. Summaries and tabulations . 
Allocating Duties to Clerks. In secondary schools it is quite com- 
mon practice to furnish one clerk for each 500 enrollment, or major 
fraction of that number, but in no case, except in the very smallest 


Schools, should there be less than one. In elementary schools with 
i ks are provided in 15 per 


enrollments under 200 pupils, part-time aler heals. Sthool 
cent and full-time clerks in 18 per cent of the schools. Schoo!s en- 
full-time clerks in 


rolli ipils provide one or more 
ee ie t I ds schools and part-time clerks in 7 


*pproximately 85 per cent o 
Der cent of ds a Schools with enrollments between 200 and 
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599 have part- or full-time clerks in 55 per cent and between 600 and 
999 in 80 per cent of the schools.? 

In schools which have more than one clerk it is necessary to allo- 
cate duties. Very frequently the clerk who answers the telephone also 
acts as receptionist, furnishes information to visitors, directs callers 
to the proper administrative officer, keeps a register of visitors, and 
adjusts minor administrative matters. She may also keep the perma- 
nent student records, since this is a matter w 


hich can be performed 
intermittently without gre 


at loss of efficiency. In other schools the in- 
formation clerk may do stenographic work or she may keep the at 
tendance records. This practice has much to recommend it in that it 
may be interrupted without great loss of efficiency. In large schoo:s, 
however, it will be necessary to assign a separate clerk to care for at- 


tendance if the procedure is centralized or else the responsibility for 


attendance can be assigned to an assistant principal or a special sec- 
retary. 


If the principal believes in the businesslike administration of ex- 
tracurricular finances (discussed in a separate chapter), he will as- 
sign the responsibility to a clerk, perhaps even better to his secretary; 


who shou'd be bonded. She will pay all bills, see that organizations 


keep proper accounts and Stay within their respective 1 
that organiza 


chasing, 
of havin 


budgets, see 
tions follow Proper requisitioning procedure in pur- 
and make periodic reports to the princip 
g the principal's Secretary care for this im 
accessibility to the chief administrative officer, Th 

tary should be competent to compile reports from official records: 
Usually she also serves as an office manager in distributing work to 
the other clerks, in checking on its accuracy, and in keeping the 
principal informed of conditions among the nonprofessional em- 
ployees, of which he should be awa’ 


re. 

In medium and large schools the designation of a clerk as secretary 
to the faculty to write professional letters, cut stencils and prepare 
duplicated material for teaching purposes, and, perhaps, prepare the 
daily bulletin and the weekly calendar hag proved desirable. How 


e divided depends on the size of the clerical 
staff provided and its special abilities, 


al. The advantage 
portant task is her 
e principal's secre- 


Handling Callers. There are times, of course, when callers must 
* Ibid., p. 59. 
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be allowed unlimited time, but such cases are rare. Far more gen- 
erally the principal must face the alternative of wasting time or of 
finding means to dismiss callers quickly but without offense. If regu- 
lar office hours are maintained and several persons are scheduled, it 
is a simple matter for the secretary to remind the principal that "Mr. 
Adams, who has a 4:30 appointment, is waiting." When there are no 
other callers it is usually effective to summarize what has been dis- 
cussed and to inquire if there are other matters of pertinence. By 
being resourceful in politely moving people along, the principal 
saves time for his more important duties. To meet people graciously, 
to get at their problems quickly, and to render a satisfactory solution 
quickly is one of the marks of a competent executive. 

In every school it will be necessary to placate irate parents who 
have, or feel they have, an honest grievance. Such cases usually in- 
volve friction between students or between teacher and pupil. In 
each serious case it is well to listen carefully, promise an investiga- 
tion, and later communicate with the family. Incidentally, a sympa- 


thetic clerk or secretary to whom an overwrought parent can un- 
burden herself frequently relieves the parent without committing 


the school administration. The principal then deals with a parent in 
a more normal mood. In dealing with the follow-up of such cases, it 
is important to stick to facts which have been checked for accuracy. 
If a teacher has been in the wrong, admit it. Teachers who have 
poor judgment do, unfortunately, secure positions at voi even 
though they seldom hold them long. To uphold such teachers un- 


dermines the morale of the school. Fortunately, few pupils, parents, 
that are accurate. After tempers 


Or teachers will refuse to face facts e t 
hay f liation can usually be effected without difficulty. 
= cooled, secta nt is useless. It is better to dis- 


If tl A K able, argume 
ne parent is unreasonable, * : " 
miss courteously an abusive and irrational parent who will not face 
tive superior officers are 


the facts—and to make sure that administra ; 
Provided with official information if the parent takes his case to 


highey « " 

gher authority. OFFICE EQUIPMENT 
uires modern equipment. Machines 
that save the time and labor of assistants and et 
designed to facilitate administration should be emp oyo E a 
Practicable and possible. Such equipment is as n ode etes 
Administration as is properly planned office space. 


The modern school office req 
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the saving of time, in relieving the personnel of worry caused by 
petty details and reliance on guesswork. — 
Utilization of Office Equipment. When the school principa hes 
only a head teacher, the space used for an office required les s s 
in the way of equipment; but, when he became a full-time admi sie 
trative and Supervisory officer, the needs for office equipment ice 
greatly increased. The efficient performance of numerous © 7 
functions requires the use of mechanical devices designed to ay 
labor and to facilitate the output of office work. Such deyicoh i 
properly used, increase the personal efficiency of office a : 
No categorical answer can be given to the question of what : 
how many labor-saving devices should be used in any given schoo 
office. The answer will depend on the size of the school and the ao 
of the principals responsibilities, If he is a teaching principal, th 


answer will be quite different from that in a system in which he is re- 
garded as the responsible ] 


eader of an important educational insti- 

tution. 
Certain time-saving devices, such as 
rubber stamps, stapling machine, work o: 


tickler are generally considered essenti 
In addition one or more du 
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System or a public address System. Mechanical devices, such as dic- 
tating machines, cash registers, 


bookkeeping machines, computing 
machines, and the like, are used to increase office efficiency in ne 
large schools, in many middle-sized schools, and in some sma f 
schools. A fireproof vault or safe either built as an integral part O 
the office or purchased as a pie 
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respondence,” “Reports from Teachers,” “Suggestions for School Im- 
provement,” “Unfinished Work—Immediate,” “Unfinished Work— 
Deferred,” or other classifications which apply to a local school. The 
work organizer keeps the desk clear, increases the efficiency of the 
principal's office duties, and presents an orderly appearance to visi- 
tors. 

A memorandum tickler, kept by the principal or his clerk, pre- 
vents the overlooking of periodic or regularly recurring duties which 
must be performed by someone if the school is to function smoothly. 
A desk calendar for appointments is invaluable in all but the smallest 
schools, A calendar of school events, readily available, is a time 
saver for the busy principal. 

Some duplicating device is essential. Whether it should be a Mime- 
Ograph or something less expensive will depend on the volume of 
work and the length of the average run. The newer duplicating de- 
vices which use liquid in place of the gelatin roll are rapid, economi- 


cal, and efficient. 
MODERN CONCEPTION OF THE 
ADMINISTRATIVE OFFICE 
The Principal's Office as a Service Center. The final stage in the 
development of the principal's office is that of a service center for the 
School.’ This conception calls for a functional office suite and a type 
of school principal who visualizes the potential services to be ren- 
dered through the office to the school and its supporting community. 
Ten such services are discussed by the authors cited. 
Briefly stated, the office should serve as (1) the communication 


center of the school, (2) a clearing house for the transaction of school 
1 chers and students, (4) a 


business, (8) a counseling center for tea ude 
a research division of the 


Counseling center for school patrons, (5) 1 : 
school for the collection, analysis, and evaluation of information re- 


garding activities and results, (6) the repository of school records, (7) 
the planning center for solving school problems and for initiating 
Schoo] improvements, (8) a resource center for encouraging creative 
work, (9) a co-ordinating agency in cultivating wholesome school and 
Community relations, and (10) the co-ordinating center of the school 


enterprise, y " 
Before this conception of the school office is brought to fruition, 
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Utilization or Utrrce Equipment. yWhen the school princes nim 
only a head teacher, the space used for an office required very little 
in the way of equipment; but, when he became a full-time adminis- 
trative and supervisory officer, the needs for office equipment were 
greatly increased. The efficient performance of numerous office 
functions requires the use of mechanical devices designed to save 
labor and to facilitate the output of office work. Such devices, if 
properly used, increase the personal efficiency of office functionaries. 

No categorical answer can be given to the question of what or 
how many labor-saving devices should be used in any given school 
office. The answer will depend on the size of the school and the scope 
of the principal's responsibilities. If he is a teaching principal, the 
answer will be quite different from that in a system in which he is re- 
garded as the responsible leader of an important educational insti- 
tution. 

Certain time-saving devices, such as typewriter, desk calendar, 
rubber stamps, stapling machine, work organizer, and memorandum 
tickler are generally considered essential to a well organized office. 
In addition one or more duplicating machines are also regarded a5 
necessary to efficient office operation and management. While all 
schools should have one or more public telephones, medium-sized 
and large schools generally employ some kind of intercommunication 
system or a public address system. Mechanical devices, such as dic 
tating machines, cash registers, bookkeeping machines, computing 
machines, and the like, are used to increase office efficiency in most 
large schools, in many middle-sized schools, and in some small 
schools. A fireproof vault or safe either built as an integral part of 
the office or purchased as a piece of office equipment is a necessity 
for every school. For secondary schools a vault is preferred to a safe, 
because of the need for greater space in housing school records and 
reports. 

In general no matter what the size of the school, the principal 
should observe certain general procedures, The use of a “work orga?" 
izer” or desk file for filing flat papers is invaluable. A series of 0V€T- 
lapping compartments which may be labeled and in which material 
may be filed will improve the appearance of the desk and facilitate 
orderly procedures. The compartments of the work organizer may 
include "Correspondence for Immediate Answer," *Deferred Cor 
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principal's office duties, and presents an orderly appearance to visi- 


tors. 

A memorandum tickler, kept by the principal or his clerk, pre- 
vents the overlooking of periodic or regularly recurring duties which 
must be performed by someone if the school is to function smoothly. 
A desk calendar for appointments is invaluable in all but the smallest 
schools. A calendar of school events, readily available, is a time 


saver for the busy principal. 


Some duplicating device is essential. Whether it should be a Mime- 


ograph or something less expensive will depend on the volume of 
work and the length of the average run. The newer duplicating de- 
vices which use liquid in place of the gelatin roll are rapid, economi- 


cal, and efficient. 
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as a Service Center. The final stage in the 
al's office is that of a service center for the 
for a functional office suite and a type 
of school principal who visualizes the potential services to be ren- 
dered through the office to the school and its supporting community. 
Ten such services are discussed by the authors cited. 

Briefly stated, the office should serve as (1) the communication 
center of the school, (2) a clearing house for the transaction of school 
business, (3) a counseling center for teachers and students, (4) a 
Counseling center for school patrons, (5) a research division of the 


school for the collection, analysis, and evaluation of information re- 
garding activities and results, (6) the repository of school records, (7) 
the planning center for sol Jems and for initiating 
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many principals will no doubt have to undergo considerable prepara- 
tion for democratic leadership. Many will have to realize that office 
organization and administration is not an end but only a means in p 
operation of an efficient school. The efficiency of the school depends 
on the quality of the learning in the individual classrooms. To the 
extent that the principal, through his office and office practices, fa- 
cilitates and promotes superior instruction and sound learning, he will 


justify the office layout discussed in this chapter and the expenses of 
office operation. 
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RECORDS AND REPORTS 


The development of the office and the office functions of the prin- 
cipal has tended to centralize and to expand school records and re- 
ports. In the earlier schools in which principals were head teachers 
and building administrators, the responsibility for records rested 
largely with the individual teacher. In fact, few records were required 
outside of the class register of the teacher. The completion of the 
register at the end of a semester or school term was usually regarded 
as the teacher's report. The duty of the teaching principal was to keep 
his own register and to collect the registers of other teachers when 
requested by the Superintendent or board of education. 


ADMINISTRATIVE FORMS IN SECONDARY SCHOOLS 

The release of the principal from teaching and his consequent as- 
sumption of managerial and supervisory duties led to the multiplica- 
tion of records and reports, The principal now was jointly responsible 
with the teachers for all the pupils of the school. Administrative forms 
designed to facilitate teacher communication with the principal were 
devised. These forms then became matters of office record and the 
data contained in the forms not infrequently a subject for study and 
report. The earliest forms called for periodic reports on the attend- 
ance, punctuality, conduct, and class progress of pupils. These items 
of information were summarized by the principal for all the teachers 
of his school and reported to the central office. 

Other forms were devised by individual principals as a means of 
collecting data needed in the administration of their schools. In city 
school systems administrative forms were frequently devised by the 
central office and distributed to the local principals. Such forms have 
generally been developed with the idea of facilitating the collectio? 
of data needed in the preparation of reports, Few school systems C2? 
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devise all the forms needed by individual principals in routine ad- 
ministration, Consequently, the administrative forms in use in the 
local schools in a city system at any time consist of those common to 
all the schools and those developed by individual principals as needed 
instruments in carrying on administrative duties. 

Scope of Forms in Use. A study of the administrative forms in use 
in any given school would thus reveal the types of office duties which 
are the subject of record and report in that school. These forms would 
naturally vary from school to school, since the principals of the 
Schools would differ in their conceptions of office duties. The size of 
the school would also influence to some extent the number of admin- 
istrative forms in use, the larger schools requiring more forms than 


the smaller schools. 
In a study of 93 secondary schools in 37 states, Gibbs! found 1,634 


different items of information in the approximately 6,000 forms in use 
in these schools. The number of forms used by different schools varied 
widely as did also the number of functions in administration served 
by similar forms. 


The ten forms having greatest fre 
ary schools were (1) student administration, (2) health, safety, and 


Welfare, (8) student guidance, (4) permanent records, (5) extracur- 
ricular records, (6) test and examination records, (7) financial ac- 
Counting, (8) school supplies and equipment, (9) student activity 
funds, and (10) teachers’ personnel records. 

Analysis of the lists of forms reported in use by these 98 schools re- 
Veals that some principals of schools have resorted to an excess of 
forms in high school administration. In doing so they have tended to 
Complicate administration and make it difficult for their staff mem- 

ers. The clerical task of collecting and tabulating the data on the 


forms may become burdensome to the secretarial staff and the re- 
dings may absorb the time of the 


Sponsibility for interpreting the fin i e 
Principal, thereby preventing him from rendering services of much 
Breater importance to the school. 
n The principal should be certain 
acilitate administration and can be justifie 
n general most administrators employ too many 
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forms. Caution must be taken to eliminate the collection of unneces- 
sary data on the forms used. The remedy for the collection of 4 
necessary data by principals is the cultivation of the practice of sena- 
ing back to those who make reports the significance of the findings 
obtained therefrom. In schools that employ many forms in adminis- 
tration, observation shows that it is very easy for the principal to be- 
come an expensive head clerk who is concerned with sceing that the 
‘forms are properly filled out, tabulated, and filed. 

Typical Forms. Of the office forms used merely to facilitate ad- 
ministration, the following titles are typical: summons to office, 
visitors card, telephone call slip, report of article lost, report ol 
article found, special excuse card, car license record, report of acci- 
dent in classroom or on grounds, honor point record, teacher's er 
ness, report of monthly fire drill, teacher's check-in list at end 0 
year, trip expense report, and refund order. Forms of this kind keep 
the principal informed regarding the activities of his school. They 


Serve as the basis for the study of practices and the modification of 
policies, 
Table 1 
TYPES or Forms USED IN THE ADMINISTRATION OF 


ATTENDANCE IN 27 SECONDARY SCHOOLS 


AND NUMBER oF EACH TYPE IN Use 
Number of 


Schools 
Using Form 
Daily report of absence ..... 2 
General readmission 


with disposition of case to be checked . 


16 

Absence permit ssa. 15 

Report of pupil absence or tar. iness 18 
Readmission of pupil to classes 

ADSENCE Losses: 12 

12 

8 

T 

Y 

6 

5 

5 

4 

4 

3 

3 

dmittance slip m 2 

Notice to teacher or adviser to investigate the absence of a pupil 2 

Notice to teacher to explain failure to make absence report ................ 1 
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Forms should be used to facilitate administration and to allow time 
for the most important function of the principal, the improvement 
of instruction. That this does not always result is illustrated by the 
study made by Reavis of the forms used in taking, administering, and 
making records of attendance in 27 secondary schools. He found 145 
different forms used which he classified into 19 types designed to 
facilitate the administration of absence, tardiness, and the recording 
of attendance data. The nature of these forms is indicated in Table 1. 


ScuoonL HEADING 
PERIOD REPORT OF ABSENCE 


Teacher 


PERIOD 


NAME or PUPIL 


tardiness as T-10. 


Note: Indicate minutes lost by 
Fig. 13. Form Recommended for Reporting Period Abs 
Reduction in Number of Forms Needed. From his study of the 
5 attendance forms used in the 27 secondary schools, Reavis con- 
Cluded that the excessive use of forms as administrative devices un- 
duly complicated attendance administration in some of the schools 
Without improving results. He therefore recommended the reduction 
9f the 19 types to four as a means of simplifying and improving attend- 
ance administration. Examination of the four forms recommended 
Shows that adequate records of attendance can be secured through 
leir use without an excessive expenditure of time on the part of 
head of the school. Figure 13 


t 3 
is hers, clerks, and the administrative i 
to be filled out by teachers each period of the school dav; Figure 


ence. 
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14 is to be used by an attendance clerk, an assistant principal, or any 
qualified member of the staff designated by the principal; Figure 12 
is to be compiled by a clerk for the attention of the attendance ad- 
ministrator or the principal; and Figure 16 which constitutes the 
annual cumulative attendance record of each pupil for the year, can 
be prepared and kept by a clerk with occasional supervision. 


ScHoonL HEADING 
ADMISSION NOTICE 


Admit 


Absence L7] Tardiness 


Fig. 14. Form Recommended for Reporting Admission of Pupil after 
Absence. 


ADMINISTRATIVE FORMS IN ELEMENTARY SCHOOLS 
Many office forms are also necessary in the efficient operation e 
ementary schools. These forms serve a variety of purposes. Table ^ 
lists the different forms classified as to function in a group of ele- 
mentary schools in 114 cities. As is seen in this table no type of form 
was common to all the schools studied, The highest frequency of us; 
for any type of form was found in the case of the permanent recor 
for individual pupils, although this record was not kept by all ei 
schools. The fact that some of the schools did not keep a permane” 
record form for each pupil does not mean that the essential data 1°- 
corded on such a form were not kept on some other form. 
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stable 2 


Puri, Recorp Forms USED IN ELEMENTARY 
Scuoors IN 114 CITIES 


Classification Number 
Permanent records ............ eene tentent tnnt tnn netten entente nennen 74 
Periodic reports to parents ........«eeeeeen ennt tnn nnne nennen nnne 73 
Teachers’ periodic reports ..........eeeeneen nennen nennen nnnm nnnnnnnnnnnnnn 72 
Miscellaneous ...cccccoccccssocccsscecseoccocsnasosassosseseocssenue coterseserssernscoonsssonsnessessonan 67 
Pupil attendance ........... ettet nnne nennen entente nnn 62 
Current health reports ...........««eecneeeennn tentent tnn nnnnnn enne 53 
Teachers' reports of scholarship ..........« eene nnne 50 
Principals’ HE 45 
 Lransfer ards — ccacccciacoossvecenavecorsnerecidcnnssesssersossesetnenssancooasnesesevensesrssnsosenss 44 
Registration and enrollment cards ...........« mmm K 

9 


Office IS EE E Vasa T eap e uua Sabe a e GV aa HE YMO 
Admission, discharge, and promotion DREGS Leonem X FRAME 22 
Occasional reports to parents .««eemeennnnnn nnne enne nnne 
Census cards and records .........« eren ennt nennen tenant neant nunt en tnnt 


T eachers’ annual reports EE 
Certificates of DIOIOLÍOD ....ssessansssssoessecsensunnsoonessccennensannsssccscqncnnennsnnnasnsees 14 
704 


"Peial 111. osseccisencdiVet one vea a EIT 


Great Variation among Elementary Schools. Analysis of the items 
found in the forms shows that the persons responsible for the prepa- 
ration of the forms varied greatly in their own conception of the data 
needed in school records and reports. For example, 50 different items 
of information were called for in the permanent record forms studied, 
but only one item was common to all the forms. Only four items, 
namely, (1) the name of the pupil, (2) scholarship record by subjects, 
(3) date of birth, and (4) attendance record, were common to 50 per 
cent or more of the permanent record forms. The form showing the 
Sr eatest agreement with respect to items of information was the 
periodic report to parents." In 73 such forms two items had a fre- 
quency of mention of 100 per cent and 14 items a frequency ot men- 
tion of 50 per cent or more. Twenty-three items were mentioned in 
fewer than 10 per cent of the 73 forms studied. | 

The study reported warrants the statement that the forms in use in 
elementary schools are loaded with items of information that meet 
With very slight agreement among persons responsible for their prep- 
aration, Although it is generally necessary for the elementary princi- 
Pal to use some of or all the forms adopted by his central office, it is 
Not required that any principal continue to use a form for which he 
alone is responsible if it calls for the recording of information that is 


456 RECORDS AND REPORTS 


never used. Good practice requires that the office forms pertaining to 
the records of students be carefully studied by the principal with a 


view to justifying on the ground of functional use the items of infor- 
mation therein contained. 


RECORDS PERTAINING TO STUDENTS 

Forms Used in Recording Attendance. The keeping of records 
pertaining to the attendance of pupils is in most states a legal duty 
for which the principal is held responsible by the local school author- 
ity. Although important as a means of accounting for the presence of 
the child in school, the attendance record is by no means as valuable 
as are the records that pertain to progress. Most schools today, re- 
gardless of level, undertake to appraise the progress of their pupils. 
The appraisals are embodied in office records, the preparation and 
keeping of which are regarded as necessary duties of the school staff. 
These records often include (1) data regarding the personal and 
family history of each student, pedagogical history, mental appraisal 
by standardized tests, and medical inspection; (2) systematic reports 
and measurements at regular periods; and (8) such special reports 
from time to time as the needs of any individual case may require. 

Regular Collection of Information. The personal and historical 
data considered vital to the complete understanding of a student 
should be collected at the time the student presents himself for ad- 
mission to the school. This occasion is the opportune time to impress 
upon both parent and child the importance of the educational con- 
tract implied when the school accepts a student as a subject for edu- 
cation. If students and parents are required to furnish the information 
desired by the school as a part of the admission procedure, they will 
understand that the school takes seriously its obligation to provide 
suitable education for its students and will probably feel more in 
clined to assume a better attitude toward the requirements which the 
school imposes. The information called for should be important m 
its bearing on the future Progress of the student and should be held 
in confidence by the school. 

Unless the school takes the pains to gather the facts which will 
enable it to understand its students, it cannot undertake to provide 
guidance, inasmuch as guidance presupposes knowledge. The schoo 
should therefore prepare to appraise its pupil personnel as subject 
for education as soon as possible after it accepts the responsibility 
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implied by the act of admission. It should determine as accurately as 
possible the educational status of its students in order that it may pro- 
vide work which the students can undertake with profit and it may 
direct the efforts of the student to the end that waste is avoided and 
Successful accomplishment assured. 

"The personal data secured as a part of the admission procedure 
enable the school to undertake the guidance of its students at the 
time it accepts the responsibility. It does not have to wait for mal- 
adjustment and failure before it begins to assemble information re- 
garding the student. In the light of its initial appraisal, the school 
directs its students so that much of the maladjustment which often 
results from aimless floundering is avoided. 

Information Essential to Educational Diagnosis. 1f maladjustment 
does occur, the first prerequisite of diagnostic study, namely, an ap- 
Praisal of the educational status of the student at the date of his ad- 
mission to school, has been met. If nothing has been done previous 
to the appearance of maladjustment to determine the status of the 
Student as a subject for education, a real educational emergency exists 
Which will require a great amount of preliminary work before diag- 
nostic study can be undertaken. Of course, it is not always possible 

_to obtain a full case history of a student at the time of admission to 
School;-but-an-effort should be made to assemble important. per- 

ormation. The parents of the student may 
€ asked to answer questions, orally or in-writing, pertaining to 

Physical growth, health history, and the developmental history of 

the student who is seeking admission to school. The questions asked 

Should be such that they need not be considered impertinent but that 

they will be recognized as essential to the understanding of the stu- 

dent in his subsequent relations with the school. e 

After the initial appraisal of a student, the school oe ae 

his accomplishments from time to time to ae the é m er o 

"ls progress, Such measurements should be perio ide Bh "s a 

Part of the regular procedure of the school. Month » pedi 3 Y 

Quarterly, or semester reports are essential is Wa pes 

stents Such reparte provide pr daban progress is made. 


stitute end poi i hich each nev 
oints from which ea : i r 
e history of the student's education will be written very largely in 


erms of the periodic accountings which the school makes. If the 
record is made in terms of marks only, the interpretation will be sub- 
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ject to the variation inherent in symbols that are lacking in precise 
definitions. m " 

Anecdotal Reports. To avoid the vagueness inherent in unes 
anecdotal statements of the individual student's progress should e 
made a part of the periodic records. An anecdotal record is a ee 
statement regarding the behavior of a student or an account o : 
particular learning experience. These memoranda are filed as a par 
of the student's cumulative record. The record may be written by a 
teacher, parent, attendance officer, psychologist, or other ago 
ing officer, or by the principal himself. The record should inm 
actions which cannot be adequately portrayed by the periodic mar S 
incorporated in the cumulative record. The anecdotal statement 15 
supplementary to the regular cumulative personal or scholastic re- 
ports. l 

Such statements can be secured at the time of the periodic ap- 
praisals, if the teachers have actually made an inventory of the me 
dent’s progress for the period in question. The statements should be 
descriptive in character and should contain facts rather than opin- 
ions. Qualitative ratings of personal traits and characteristics m 
also be made from time to time in order that the social and volitiona 
maturity of the student may be correctly evaluated. 


Examination of anecdotal reports filed in the cumulative folders of 
students reveals all too much t 
but of little or no value in di 
warning therefore stands, 


rivial comment, interesting enough, 
agnosis or remedial treatment. E 
that administrative officers must assis 
those who submit anecdotal statements to recognize the kind of in- 
formation which makes the reports valuable as records of student 
progress. One such aid is “A Guide to the Use of Anecdotal Reports» 
by the Bureau of Reference, Research, and Statistics of the New 
York City Public Schools. m 
Special Reports. To the end that problem students may rece!’ ^ 
proper diagnostic study in their incipient stages of maladjustmen 
the principal of a school should provide for a special report when = 
instructor notices that a student is not making satisfactory ceed 
and is showing symptoms of maladjustment. This report, like w 
anecdotal record, should be descriptive in character and should a 
tain concise statements of facts rather than an expression of uu A 
The receipt of such a report by an administrative officer is rega™ a 
as a timely warning that the student concerned is likely to become 
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problem of adjustment. The symptoms which the special report 
reveals should be checked promptly, and an effort should be made to 
Correct or to remedy the conditions underlying them. In order that 
cases of the type indicated may not be overlooked, special reports 
may be called for at the middle of each semester for all pupils whose 
work at that date is below credit level. The mid-semester report 
should indicate the respects in which the student is failing to do satis- 
factory work and should characterize the student's attitude toward 
study, In addition, the administrative officer should take the initiative 
Whenever information regarding a student indicates a potential prob- 
lem in maladjustment, by calling for special reports from all members 


of the staff who have any contact with that student. The reports 
should deal with the present status of the student and should indicate 
the various respects in which 


his learning and conduct are unsatis- 
factory, 


Case Conferences. When the data assembled from special reports 
for a given student require special consideration, a conference of in- 
terested persons—teachers, counselor, psychologist, school social 
.Worker—may be called by the principal for group study. In this 
conference suggestions may be offered for further study or for 
remedial treatment. A report of the conference may be prepared for 
the cumulative record of the student and for consideration with the 
Parents, if a parental conference is desired. The findings of the study 
May warrant contacting social service agencies and, if necessary, 
Clinica] co-operation. 
PERMANENT STUDENT RECORDS 
In an intensive study of office forms used in the administration of 


Students by 26 secondary schools, a total of 556 different forms is on 
file with one of the authors. These forms were classified into 40 groups 
according to the administrative function indicated by the title of each 
form. The groups and the number of forms found in each group, as 
Well as their scope, are shown in Table 3. . . 
The findings clearly warrant the employment of secretarial assist- 


ance in tabulating and filing the records and in preparing reports for 
Iso evident that the forms used 


the information of the principal. Itisa 
the elementary schools, are in 


In the high schools, as well as those in en 5s 
Need of simplification. The problem of revising and curtailing the 


Orms grows in importance since the responsibility for handling the 
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mass of record material must be kept in small schools by the principal 
without clerical aid. Relief is often sought in the utilization of teach- 
ers who can take some time from teaching for the administration of 
records, 

Table 3 


Types or Forms USED IN THE ADMINISTRATION OF 
PuriLs IN 26 SECONDARY SCHOOLS 


Number of 
Different 
Function of Form Forms 
Accident, report of . : 
Admission and registration x^ 
ro AOE 
Attendance, administration of 143 
Change in marks .. 2 
Class record book .. 4 
Class schedule of pupil . 17 
Conduct report ......... 12 
Cumulative academic record . 17 


Cumulative personnel record 


18 
Cumulative academic and personnel recor: 5 
Elective cards... 14 
Extracurriculum activities . 10 
Guidance ........ 10 
Home visitation . E 
Honor pupils .. 5 
Interest questionna 8 
Library records . T 
Locker records . 14 
Manual of information 5 
Music records ............. 3 
Physical and health records .. 86 
Pupils’ pes and permit forms 19 
Pupil pledges . 2 
Report cards , 11 
Report to principal of unsatisfactory work of pupil . 4 
Schedule changes 10 
Special report on pupils failing or incomplete . 18 
Special report to parent on work of pupil 8 
Special request by pupils .. 7 
Study hall records 7 
Study helps ...... 8 
Summons forms 4 
Supplementary reading record 6 
Teacher's class reports ..... 24 
Teacher’s report to adviser 3 
Transcript of pupil's record . 4 
Transfer forms ... 5 
Withdrawal cards 5 
Miscellaneous forms .. 78 


RECORDS AND REPORTS 461 


The Cumulative Record. The cumulative office record for indi- 
vidual pupils is a development of recent years in both elementary 
and secondary schools. An effort was made by the National Educa- 
tion Association in 1912 to encourage schools to keep cumulative 
records of all pupils. Two model forms were prepared by the Com- 
mittee on Uniform Records and Reports of the National Education 
Association and were widely distributed by the United States Bu- 
reau of Education. Further attention was given to the matter at 
the annual meeting of the Department of Superintendance in 1925 
When a committee was appointed to revise the forms prepared by 
the earlier committee in 1912. The results of the new committee's 
Work? appeared in 1927. A new committee was appointed in Janu- 
ary, 1948, by the Commissioner of Education to work with the Office 
of Education in planning and carrying out a three- to five-year 
Study of this problem. u 

The National Association of Secondary-School Principals has at- 
tempted to standardize the information on cumulative records of 
Pupils in secondary schools through the development and publica- 
tion of forms which are made available to principals at small cost. 
This effort was prompted by the desire of principals to simplify 
the work of preparing admission blanks for graduates seeking to 
enter institutions of higher learning. The forms have passed 
through several revisions, the latest! being in 1947. 

Variations in Cumulative Records. À study? of the nature and use 
of the cumulative record in 177 school systems sheds considerable 
light on the size of the problem of office bookkeeping involved in 
the preparation and keeping of cumulative records for pupils in 
elementary schools, junior high schools, and senior high schools 


(T. ; ; f information was collected by all the 
able 4). No single item of in Bode, scl d x0 


elementa ly one ite 
schools and only 
Vealed els periodic marks, was collected and py by all 
the junior and senior high schools. The analysis of the cards shows 
TUS, Bu f Education, Report of the Committee on Uniform Records 
S^ reau oi a » 
ghg Reports, Bulletin No. 3 (1912). C£. esp. P. de School Records and Re- 
ational Education Association, Research Division, 5€ 
Ports, Research Bulletin, Vol. V, No. Š qoen) ls,” Bulletin, National As- 
4P. E, Elicker, “Record Forms for Secondary Schools, f d 
Sociation of Secondary-School Principals, Vol. XXXI oem lieti No. 3 US. 
> David Segel Nature and Use of the Cumulative Record, Bulletin No. 8, U.S. 


Office of Education (1938). 
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that 17 different types of information, with varying degrees of fre- 
quency, were embodied in permanent cumulative records in the 
three types of schools. The collection of these items is generally 
provided for on administrative forms which are often discarded 
after the data are transcribed to the permanent record. The task of 
transcribing is usually assigned to a clerk in schools that have cleri- 
cal assistance. In schools without clerical aid the task may be per- 
formed by a teacher, by the principal, or by different members of 
the school staff. Whatever method is used, the greatest care must 
be observed to avoid errors in transcription. 


Table 4 
PERCENTAGES OF FREQUENCY wrrH WHICH IrEMS or IxronMaTION WERE 
Founp 1N THE CuwULATIVE REconp Forms OF ELEMENTARY SCHOOLS, 
Junior Hicu Scuoors anp Sentor Hicn Scnoors 1n 177 SCHOOL SYSTEMS 


Percentage of Frequency in 


the Cumulative Forms of 
Item of Information 113 Ele- 87 Junior | 136 Senior 
mentary High High 
Schools Schools Schools 
Scholarship (marks) . 96 100 100 
School progress 80 92 79 
Attendance .... 86 85 7T 
Entrance and withdrawal 71 86 79 
Home conditions and family h 70 71 69 
Intelligence test results ...... 58 TT 7 
Social and character ratings 73 71 63 
Health ........... 65 64 56 
Space for notes . 58 63 57 
Achievement test results 51 56 49 
Extracurriculum activities , 19 64 63 
Vocational and educational plans 17 45 44 
Residence record ........................ - 38 26 21 
College or vocation entered after leav- 
ing school .. 15 84 83 
Special abilities .. 14 23 Id 
Photograph .... 7 23 16 
Out-of-school employment 5 20 18 


Justification for Adequate Records. The office labor required in 
assembling and making available in accessible form the cumula- 
tive school record of each student is justified by (1) the adminis" 
trative necessity of rendering an accounting to the parent for the 
school progress of the student, (2) the professional responsibility ° 
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school administrators for the guidance of the student, and (3) the 
need for factual evidence on student progress in the study of prob- 
lems of curricular and extracurricular organization and internal 
School management. Since the principal of a school can scarcely 
function effectively in the foregoing respects without comprehen- 
sive cumulative records of the progress of his student personnel, it 
is evident that office bookkeeping and administration must neces- 
sarily make heavy demands on the principal’s time. Inasmuch as all 
members of the school staff will also need to be conversant with 
the cumulative records of the students with which they as staff 
members are concerned, the records should be filed for convenient 
use as well as protection from misplacement or loss. The housing 
most frequently adopted for permanent cumulative records is some 
kind of visible file which permits inspection without the necessity 


for removing the record. 
A satisfactory visible record for 
information considered necessary 


dent. More extensive information will, of course, 
the cumulative folder. The extracurricular record is also included 


On the forms, since both employers and college admission officers 
are concerned with such data. The photograph of the student should 
be attached to the form when the student enters the school and 
again when he graduates. Some forms provide a complete record of 
the student in the high school and a graphic portrayal of test results 
in percentile ranks as well as the test scores. Such a record is in- 
valuable in guidance and will be considered more fully in another 
chapter. Some forms provide space for additional notes or for a 
record of items of significance abstracted from the cumulative 
folder, The American Council on Education recommends a four- 
Page cumulative record folder which provides for all the data here 


Iscussed. 


m should contain all the personal 


to deal intelligently with the stu- 
be available in 


CUMULATIVE POCKET-FILE FOLDERS . 
The rapid multiplication of record materials regarding the prog- 
of schools has created a problem of 


Tess of students in all types ME 

ling and recording in the offices of many principals. the datiuo 
record material available is too great to be transcribed, yet the ma- 
terial is too valuable to be discarded or destroyed. The solution 
Proposed for the problem is an individual pocket-file folder tn-which 
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the various records of a pupil may be placed without recording. 
These folders are especially valuable in counseling pupils and in 
dealing with cases of maladjustment. ] 

Entire school systems in some cities have adopted the cumulative 
folder as a means of reducing labor in transcribing data on forms. 
Filing cases and pocket-file folders are supplied for local school of- 
fices and in some instances for each classroom. Recent evidence in- 
dicates that about 40 per cent of the secondary schools use pocket- 
file folders. This practice has become practically universal in the 
larger urban school systems in elementary as well as in secondary 
schools. The adoption of this method of preserving in accessible 
form a variety of record materials bearing on student progress 1s 
justified on the ground of the value of the materials and the small 
amount of labor involved in filing. 

Methods of Filing. In some schools a plain manila folder with the 
cumulative record form printed on the inner pages is used for the 
cumulative record of the pupil, with the miscellaneous record ma- 
terials filed therein. The cost of the plan is less than that of pro- 
viding both cumulative record cards in visible filing cabinets and 
regular letter files for the cumulative folders. The disadvantage con- 
sists in the handling of the folder and its contents when information 
from the record form only is desired. 

The cumulative folder has a slightly greater frequency of use 
in secondary schools than the visible records. However, the answer 
to the question of the best kind of cumulative record does not ap- 
pear to be a choice between a cumulative record card housed in à 
visible file and a cumulative folder, but rather the wise use of both 
devices. A permanent record card containing cumulative items O 
frequently used information should be kept in easily accessible form 
for the convenience of the principal and his office assistants. Like- 
wise, a cumulative folder should be provided for each student. Jn 
this folder can be filed other materials for the use of teachers, ad- 
visers, and administrative officers in the diagnostic study of the 
student and in the evaluation of his progress. 

The cumulative folder is an excellent device for the use of schools 
that desire to engage in extensive evaluative studies of students: 
Laboratory schools of departments of education in universities aD 
in teacher training institutions interested in the study of mental an 
physical growth of children, their progress in the school subject 
social development, and personal characteristics will find the indi 
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vidual cumulative folder suitable for preserving a great variety of 
materials that cannot be transcribed on record cards. Other schools 
desiring to engage extensively in similar study as the bases of stu- 
dent guidance and of making improvements in curriculum mate- 
rials and in teaching methods will find the cumulative folder in- 
dispensable. 

Material Included in Folders. Generally speaking, the following 
kinds of material should be considered appropriate for filing in 
cumulative folders: 

1. Manuscripts of achievement tests and examinations. 

2. Manuscripts of intelligence tests. 

3. Interest questionnaires. 

4. Anecdotal record of pupils. 

5. Personality ratings. 

6. Autobiographical material prepared by pupils. 

7. Records of recreational reading. 

8. Memoranda of interviews with pupils or parents by te 

advisers, and administrative officers. 

9. Records of participation in extracurricular activities. 

10. Outstanding examples of creative work. 

ll. Physical and health examinations and records. 

12. Records of absence, tardiness, and disciplinary cases. 
PUPIL RECORDS IN EXPERIMENTAL SCHOOLS 

The records on pupil development will be determined by the 
Purposes and philosophy of the’ school. Some experimental schools 


have during recent years taken great pains to formulate their ob- 
jectives and to secure and record objective evidence of pupil 
growth toward the ends which they are seeking. Among these ends 
are (1) functional information; (2) aspects of thinking; (8) attitudes; 
(4) interests, aims, appreciations, and purposes; (5) study skills and 
Work habits; (6) social adjustment and social sensitivity; (7) cre- 
ativeness; and (8) a functioning social philosophy. To measure some 


9f these objectives. evaluative instruments have been prepared. The 
i demand other types of cumu- 


recording of such data will, of course, 
ative records than are ordinarily available in public schools. 
Schools desiring to modify or to expand their systems of records 

should investigate the work of laboratory schools. For assistance in 
Sveloping forms and filing equipment they might consult com- 


mercial companies which specialize in record systems. 


achers, 
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As experience accumulates with various types of records in indi- 
vidual schools, and as the evaluative instruments are further te 
fined and more widely used, it will be possible to determine which 
ones have the greatest potential value for guidance. The experience 
of the University of Chicago Laboratory School has demonstrated 
the value of a records office which assembles, transcribes, and files 
the information submitted by teachers, counselor, physician, nurse, 
psychologist, and principal. Public schools may find preparation of 
adequate records burdensome to teachers. If so, much of the work 
might be assigned to a recorder-clerk, 

The research findings on child development, now beginning to 
appear with increasing frequency, will undoubtedly throw light on 
what is most significant in the physical, mental, emotional, and so- 
cial development of children and adolescents. In the light of such 
forthcoming information it will undoubtedly be necessary to al 
vise materially the system of records which are kept for pupils in 
school. It is quite certain, too, that these records will be more volu- 


minous, as well as more useful, than th 


ose ordinarily found in pub- 
lic school offices. 


PERIODIC REPORTS TO PARENTS 

The periodic report of the school to parents regarding the prog- 
ress of students is a time-honored institution in all types of schools 
at all levels of instruction. The nature and the form of this report 
may vary greatly from school to school, but the bookkeeping 1° 
volved in the preparation of the records from which the reports are 
made and the clerical effort involved in making the reports are 
much the same. True, some kinds of records and reports involve à 
greater amount of labor per student than others; however, the cleri- 
cal processes of collecting and checking records, of transcribing 
data from records to reports, and of distributing the reports to the 
recipients vary only slightly. The main concern is that the reports 
are clearly understood by parents and students. This is accom- 
plished through the definition of the symbols used in the evalua- 
tion of pupil progress. 

Purpose of Reports. It is generally agreed that the main objectives 
of the periodic reports to parents are: (1) improvement in the el 
cational results of students, (2) improvement in the professiona 
knowledge and skill of the teacher through the appraisal of his stu- 
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dents, and (3) improvement in the confidence of parents and of the 
general public in the school and its work. The sole function of the 
reports is the conveying of helpful information about the child and 


his work from the teacher to the parents. 
The improvement of these reports as a means of better serving 
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Table 5 
IrEMs or INFORMATION APPEARING ON Two-Tumps oR More or 73 
Pentopic REponT Carns Usep Bv PRINCIPALS IN REPORTING PurIL Pnoc- 


RESS TO PARENTS 


Percentage 
of 
Item of Information Frequency 

Name of school ..... ” Cree 
Name of pupil . EC 
Attendance .... Eo 
Request for parent's signature PE 
Grade or room „sse "en 
Term or year of report 890 
Teacher's name „se aia 
Key to scholarship rating BRE 
Statement or explanation to parents . Bas 
Reports covering one year ue 
Average for term or year Ed 
Notice of promotion «..-.- Eo 
Deportment, conduct, or bel Ee 
Character traits, citizenship - 520 
Scholarship rating by letter : js 
Notice of promotion signed by teacher boni 
Scholarship rating by remarks eR 
Health, health habits ...-- 315 
Date of notice of promotion Se 301 
Notice of promotion signed by principa 273 
Effort 273 
Reports covering one term 164 
Teachers remarks .. 68 
Scholarship by per cent - 41 
Mental health .... 41 
Parent’s remarks 41 
Pupil’s rank ... il 
Report of homewor 41 
Rating on standard tests 13 
Date of pupil’s pirth .. 13 
Extra-class activities -- 13 
Name and occupation of parent $ 13 
Notice of P.T.A. 13 
Physical defects 13 
Report of vaccine 13 

1.8 


Report of Regents’ Exam 
Time of first entrance -- 
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their function has been attempted by many students of education. 
The reforms have centered chiefly around the kinds of information 
reported to parents on the cards and the symbols used in reporting 
the evaluation of pupil progress. Analysis of 78 such cards revealed 
a total of 37 items of information reported to parents. The number 
of items on a single card ranged from 8 to 23; the average for the 
T3 cards was fifteen. The items appearing on two-thirds or more 
of the cards are shown in Table 5. The evaluation of scholastic prog- 
ress on 71 cards was given by three methods, namely (1) letters 
(47.9 per cent), (2) descriptive remarks (42.4 per cent), and (3) per 
centage estimates (6.8 per cent). The trend in practice of evaluation 
appears to be in the direction of letters and descriptive remarks 
rather than in the direction of percentage estimates. 

The forms for the periodic report cards have usually been de- 
signed by administrative officers who have assumed that the items 
of information given on reports are the items desired by parents. In 
more recent years many report cards have undergone revision by 
committees of teachers not infrequently advised by committees of 
parents. As a result most school systems have departed greatly 
from the old-fashioned monthly type of report card giving pet- 
centage marks designed to inform the parents of the progress made 
by their children in the subjects of study in the school. The newer 
reports are intended to indicate to parents the nature and charac- 
ter of the growth of their children and the problems encountered 
by the teachers in their work with the children. In reality the re- 
port is intended to serve as a basis for a conference between the 


teacher and parent if the progress of the student is not satisfactory: 
Parent-Teacher Conferences. 


“teachers. 


“Teachers in the primary grades who adopted the plan also fou 
the conference more helpful to themselves and the parents as We 

as more beneficial to the students. Now some schools are using con 
ference in evaluating student progress to parents from kindergarte? 
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through the sixth grade. In Fort Dodge, Iowa, after using the plan 
in three elementary schools for two years, 95 per cent of the par- 
ents expressed themselves as preferring conferences to the periodic 
report cards." They thought that they understood the progress of 
their children better as a result of the conferences with the teach- 
ers. 
The conferences are held at least twice a year, more often if nec- 
essary. Notification slips of the scheduled conference are sent to 
the parent three days in advance to be signed and returned if the 
time is agreeable. In case the parent finds it impossible to come at 
the scheduled time, a new appointment is made and some other 
parent is asked to come. Classes are dismissed at three o'clock on 


the days when conferences are scheduled. The length of the con- 


ference average around 15 minutes, with four conferences scheduled 


for the afternoon. 

A cumulative file of e 
ference, The file contains samples o 
records, test scores and other pertinent data. 

Improvement of Reports. The interest of principals in the im- 
provement of the periodic reports of pupil progress is further re- 
vealed by two innovative practices, namely, (1) the description of 
Progress in the subject areas in terms of understandable goals and 
Objectives, such as definite understandings acquired, attitudes de- 
veloped, and skills or habits of work and study developed; and (2) 
the appraisal of student growth in terms of certain character traits 
being developed by the students rather than mere growth in the 
subjects of instruction. An example of the first practice is the rating 

eeks in the Theodore 


of the il given by teachers every nine W 
oaks Saget 4 ], Eugene, Oregon. Each parent re- 


Roosevelt Junior High Schoo 

Ceives a rating sheet prepared by each teacher on the progress of 

the pupil in each area of instruction. By studying the several rating 

Sheets, the parent, pupil, teacher, and principal would have datum 

Points for consideration from which future improvement might be 

attempted. Figure 17 is illustrative of the type of report sent by 
ch the pupil is enrolled. Some 


each department of the school in whi : 
Schools send a letter or an anecdotal report at regular intervals to 


the home, in place of the formal report card. If some form of re- 


r Conferences Replace Report Card,” Fort 


5 Deva Soltow. “Parent-Teachel 
Dodge Schools at Work (November 1950), pp. 8-11. 


ach child's work is kept for use in the con- 
f the child's work, anecdotal 
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port which breaks with the traditional practice of a school is un- 
dertaken, it should represent the judgment of the entire faculty, 
not merely the views of the principal. After the faculty is prepared 
for a new type of report, the patrons should also be acquainted with 
its merits. These preliminary steps may well require a year’s time. 
If one of the newer types of reports is inaugurated, it should not be 
made too frequently, certainly not more than four times a year, 


lest the clerical task imposed on teachers become so burdensome 
that the plan fails, 


The second practice, namely, the rating of pupil progress in the 
development of personal qualities or character traits, is receiving 
much attention in both elementary and secondary schools. As yet 


WOODROW WILSON JR. HIGH SCHOOL PUPIL PROGRESS REPORT 


EUGENE PUBLIC SCHOOLS EUGENE PUBLIC SCHOOLS 
Eugene, Oregon, 195. „=195 EUGENE, OREGON 


] 

This card Is one means of informing you of pupi 

NAME... € GRADE... Progress.in school: Pupila should confor frequently with 
Teachers in order to gain-a maximum ol counsel in the 

SOCIAL matter of ifaucational growth. Parents are ses 

liscuss with teachers and other school offici 
LING | TEACHER problems as deal with the wellare and education ol 
This evaluation is in terms of GROWTH IN under- the pupil. 
standing of the subject, in basie skills, and 


Y Tho marks given cre estimates based upon observa- 
effective citizenship. tion emd upon such tesi me tre based upon When no 


tes 
mark appears in the space opposite an item it Indica! 
rs paga Ge ofthe fllawing: (1) the Washer is not sullicienty 
acquainted wit! ie activities tho pupil to 
1. Displays understanding evaluation et this vns Qus tne Qul 1o Perm a 
of this subject this time, (3) a mark doos not apply in this subject area. 


2. Expresses himself EXPLANATION OF MARKS — ü 
i Tho marks given aro descriptivo of the pupil's grow! 
clearly. in written foim towards tho objectivos of thie seinen chess 


3. Expresses himself A—This pupil hos made exceptional growth. 
clearly in oral form 
— S SO | 


B—This pupil has made much growth. 
I-——À C— This pupil has made some growth. 
D—This pupil has made little, if any, growth. 
F—This pupil has mado no noticeablo growth. 
The parent's signature indicates that the report has 


4, Reads widely and 
understandingly 


5. Assumes 


6. Cooperates with 


lat 9 woeks...... 
others 


been examined. 
responsibility 


2nd 9 weeks. 


3rd 9 woeks... 
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there is little agreement with respect to the qualities or traits con- 
sidered desirable. 

Behavior Traits. The study made by Segel of the cumulative 
record cards in 177 school systems showed that many schools re- 
cord evaluations on from three to eight traits or behavior manifes- 
tations for each pupil. He found a total of 103 different traits listed 
in the cumulative records studied. The range in the frequency of 
mention for the traits is from one to 39, the average for the list be- 
ing 44. The 15 traits with the highest frequency of mention are 
listed in Table 6. 

Table 6 


CHARACTER TRAITS MENTIONED Most FREQUENTLY IN THE 
CuxuLATIvE REconp Carns oF 177 ScHooL Systems? 


Frequency 

of 

Rank Trait Mention 
1 Cooperation |... nnne 39 
2 Leadership 25 
3.5 Industry 28 
3.5 Personal 28 
5 Initiative . 21 
6. 19 
6.: 19 
^ 8 18 
9 16 
È 13 
Self-contro a 
12 Conduct 12 
13 Punctuality 1l 
14 Obedience r^ 


15 Thrift 
It is evident that co-operative study on the part of teachers and 
Darents is essential if the periodic reporting of the school on the 


al characteristics is to produce desirable re- 


development of pers 
PA E d e will find the task 


Sults. If the principal does not sense this fact, h $ à 
9f periodic reporting-due to the overdevelopment of innovative 


Practices -increasing in magnitude without the value of such re- 


Porting being improved. 
OFFICIAL REPORTS OF PRINCIPALS 
The school principal has a considerable number of local official 
a school year, some of which are periodic 


Teports to make during 
* Adapted from David Segel, Nature and Use of the Cumulative Record, p. 18. 
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and some occasional. The ease or the difficulty involved in the mak- 
ing of such reports is conditioned by the status of the records in the 
principal’s office. If attendance records are properly kept, for exam- 
ple, the monthly, bimonthly, mid-semester, or semester reports on 
attendance required by the central office can be made with little 
effort by the person charged with the responsibility of keeping at- 
tendance records and making attendance reports. Errors in records 
will be checked each day. As a result the periodic reports can be 
quickly made by totaling the data which are usually summarized 
at weekly and monthly intervals. In a like manner, the periodic 
supervisory reports need occasion little difficulty if records are 
made at the proper time and are properly filed. 

State and County Reports. The school principal is required to 
make annual periodic reports of a statistical character to the state 
and county in which his school is located. These reports are usually 
staggered throughout the school year. Usually information is re- 
quired on faculty, non-academic staff, enrollment, attendance, and 
expenditures for certain purposes. Special reports are required on 
pupil transportation, education of exceptional pupils, and vocational 
education. All these reports necessitate the keeping of accurate rec- 
ords and require considerable time if the principal has no clerical 
assistance. 

Reports to Accrediting Associations. Certain other types of official 
reports are more extensive in character than those previously men- 
tioned. An example of such reports is the annual report made to ac 
crediting associations by secondary schools. Even these reports, 
which in the past have made heavy demands on the time and atten- 
tion of the school principal, are now less onerous because of the 
material assembled to evaluate a school by the criteria developed by 
the Cooperative Study of Secondary School Standards. 

Probably the greatest benefit which can be derived from using the 
Evaluative Criteria is the stimulus to improvement which they fur- 
nish the different faculty members. In several states, committees 0 
principals have been organized to work with the local principal who 
wishes to evaluate his school, in order to insure some degree of uni- 
formity. If such a committee is to assist, the local staff should allow 
ample time, certainly not less than a month, to compile and analyze 


5 American Council on Education, Evaluative Criteria, A Cooperative study 
of Secondary School Standards. Washington, D.C.: The Council, 1950. 


RECORDS AND REPORTS 473 
data before the committee calls. The committee then checks over the 
analyses, inquires into some additional matters, and revises or ap- 
proves the local analyses. 

Evaluation of the type described is a necessary step not merely in 
the preparation of reports required to obtain or to continue accredited 
standing for a school, but as a means of stimulating the entire staff to 
constructive improvement. The preparation of reports to accrediting 
associations should therefore be regarded as the task of the entire 
staff. All should participate in the collection of the data for the 
records and all should share in the processes of evaluation. The com- 
piling of the report in its final form is the duty of the principal alone 
or of some assistant designated by the principal. 
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BUSINESS FUNCTIONS OF 
PRINCIPALS 


The school is an educational enterprise. As the manager of the 
School, the principal is responsible for the operation of the enterprise. 
This means that he has business functions to perform as well as the 
educational functions discussed in previous chapters. The educational 
functions of course exceed in importance the duties which are man- 
agerial in character, yet without the efficient performance of the 
managerial tasks, the school as an educational enterprise would oper- 


ate under serious handicaps. 
SUPPLIES AND EQUIPMENT 

Supplies and equipment are essential to the school enterprise. In- 
deed, the difference between an efficient and an inefficient school 
might well be a difference in the quantity and quality of the supplies 
ànd equipment provided. 

Nearly all schools furnish some supplies; many furnish all. The 
tendency of schools today is to furnish more than formerly. Hence, 
Ultimately it may be expected that all supplies will be furnished in all 
Schools, 'The problem of administering, requisitioning, storing, and 
Preparing the budget for supplies becomes an increasingly important 
duty for the head of the local school as the amount and variety of 

d to the school increase. Even in 


Supplies and equipment furnishe 100 
Schools which furnish no supplies to children it is customary to pro- 


Vide towels, soap, chalk, erasers, and janitors’ supplies. These supplies 
May or may not be requisitioned by the principal, depending on local 
Policy, warehousing facilities, and the relation of the educational 


and custodial staffs. , 
In any case the principal should know what constitutes proper pro- 
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cedure in securing for a school the necessary supplies and equip- 
ment. In the large cities he will find the requisitioning, storing, and 
distributing of educational supplies an arduous task unless the pro- 
cedures are systematized. And since the trend is to furnishing school 
supplies more widely through the school budget rather than through 
individual purchase by the pupils, the efficient performance of ad- 
ministrative duties with respect to such supplies and equipment be- 
comes increasingly important in all school offices. 

Classification of Supplies. If supplies are to be efficiently used 
they must be classified according to their function so that both pro- 
fessional and non-professional employees may refer to such materials 
without confusion. For example, supplies may be classified as library 
supplies, industrial arts supplies, home economics supplies, kinder- 
garten supplies, music supplies, janitors’ supplies, and so forth. . 

In a study conducted by the National Education Association in 
1944 it was found that more than half of the school systems provided 
all textbooks and all supplies at all levels of the school system.! It 
was almost universal practice to furnish all books and supplies at the 
elementary school level, but this was less common in the secondary 
schools. Where textbooks are not furnished without cost to the stu- 


dents or their parents the books are generally furnished on a rental 
basis. Most school Systems furnish some educational supplies and 
some furnish all supplies 


without cost to the students. 

Progressive theories of school administration recommend that 
teachers and principals participate in the selection of supplies. There 
is some evidence that they participate actively in certain school sys- 
tems. This participation imposes an obligation on the teachers to con- 
sider carefully what is needed, and requires that the principal harmo- 
nize the requests of overindulgent and unduly parsimonious teach- 


ers. Records of supply needs of former years will help in evaluating 
teachers' requests. 


Large city systems usuall 
school purchasing. In small 
done by the superintenden 


y employ a purchasing agent to do all 
er schools the purchasing will usually E 
t of schools and not infrequently by E^ 


1 National Education Association, Educational Research Service, Administ" 
tive Policies and Practices Relating to Textbooks and Instructional Supplies 4^ 


Expenditures for These Items in 326 Public School Systems, 1943-44. Washing- 
ton, D.C.: The Association, 1944. 


? Ibid., p. 5. 
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secretary of the board. If the supplies delivered to the school are in- 
ferior to those requested, no matter by whom they were ordered, and 
if the inferior product will in any way interfere with the securing of 
good results in the school, the local principal has the obligation to 
bring the matter courteously but firmly to the attention of his ad- 
ministrative superior without making it in any sense a personal issue. 
The problem of inferior supplies is less likely to occur in schools 
having a standardized supply list, a practice that is common both in 
large business and in large school systems, and one that deserves 
much wider use in schools generally. It is pointed out again that 
teachers should have a share in preparing the standard list so that 
they will not be dissatisfied with supplies which are furnished. 
The use of standardized lists will result in savings of public funds 
when all or some supplies are furnished to pupils. But the standard- 
ized list is to be recommended whether educational supplies are fur- 
nished by the school district or purchased by the pupils or their par- 
ents, 
Requisitioning Supplies. There is a growing tendency for school 
systems to maintain a central warehouse for the storage of supplies 
purchased in quantity for the school year. Large cities are more 
likely than small cities to have special warehouse facilities. When a 
Warehouse is maintained, both educational and maintenance sup- 
plies are then distributed to the local school by employees of the 
board of education, using a truck furnished by the school board. A 
Strong argument can be made for the use of a central warehouse for 
educational supplies in medium and large city systems. The plan 
makes for efficiency of administration and accounting, and the sup- 
Plies so stored are less subject to such losses as destruction by rodents 


an be cared for more economically than when 


Or water damage, and c: 
"em l is centralized 


the supplies are decentralized. When supply contro! c 
the issuance of supplies only on written requisition is almost a uni- 


versal practice. a n. 
In tme systems the day of the month on which requisitions may 
be received are staggered so that the requisitions do not accumulate 
in the central warehouse to such an extent Fm they ee e cared 
for i : milarly. the principal should have a regular time at 
aMicienitly, Bleibt 3 f may be received. Unless this is 


Which requisitions from the teachers i R 
done the EE time will be so taken up with routine that he does 


not have time for his more important duties. 
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The budget for supplies to be furnished should be determined ac- 
curately, provision should be made in the budget to care for the needs 
as thus determined, and requisitioning should conform to the budget 
provisions. Controls for the cost of supplies are usually made up on 
the basis of a money allowance per pupil—for example, $2.50 per 
pupil per year—or on a material quantity basis per pupil. The prac- 
tice varies from one school system to another, the same as a money 
allowance, depending on the attitude of the local administration and 
the board of education. 

The Handling of Requisitions. Requisitions are usually printed 
forms, although some systems use mimeographed forms. These are 
usually issued in triplicate, One form is retained by the principal 
and two are sent to the central office where they are approved or 
cut, depending on the care with which the requisitions have been 
prepared by the principal. Requests which fall within the budget 
appropriations should be approved without question and sent to the 
warehouse for prompt delivery to the local school. Careful making 
out of requisitions will facilitate prompt delivery and will avoid the 
petty friction which can so easily creep into relations between pro- 
fessional and nonprofessional employees. 

The drawing of requisitions is a clerical task and should be dele- 
gated to clerks, with the principal merely approving or rejecting the 
teachers’ requisitions after the requests have been received and or 
ganized by the clerk. 

Accounting for Supplies. It is a general practice in city school 
administration to keep an account of the supplies furnished each 
school. Such accounting is essential to the evaluation of the uses 
made of the supplies. Well-managed central stock rooms also have ? 
perpetual inventory to show the amount of stock on hand in order to 
prevent overstocking and to prevent handicapping the educationa 
program by lack of supplies. 

In the local school some method of handling supplies must also be 
arranged if supply administration is not to make too heavy a deman 
on the time of the principal, thus preventing him from giving ade- 
quate attention to his most important duty, the improvement of in- 
struction. Requests for supplies from teachers should be received ©” 
a regular form similar to the one on which the principal makes regin 
sition to the central office, though somewhat less detailed. In no 9" 
stance should requisitioning be permitted to deteriorate to hastily 
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scrawled notes on any blank paper at hand. When the supplies have 
been received, they can be distributed to the teachers by the cus- 
todian or student monitor on the basis of the requisitions which the 
teachers have prepared. 

Storage space for supplies must ordinarily be provided in the local 
school. Such space may be in the basement or in an unused room. 
Shelving or bins to facilitate the classification of supplies is as neces- 
sary here as in the central warehouse. In some school systems a per- 
manent inventory may be necessary, though it is infrequently kept 
in the local school. A record of the amount requisitioned and used by 
each teacher is necessary so that the careless or overzealous do not 
use a disproportionate share. Inspection of the rooms at irregular in- 
tervals will quickly show which rooms or teachers are wasteful of 
educational supplies. A cumulative folder of original requisitions for 
each teacher kept in the office and brought up to date after the cus- 
todian has issued the regular monthly requisitions will easily supply 
objective information on extravagant use of school supplies. 

Special classes will require special supplies. Consequently, the 
Principal should familiarize himself with the needs for supplies in 
order that he can facilitate instruction in these areas. Among the 
areas where special supplies are especially needed are industrial arts, 
home arts, physical education, and ungraded classes. A principal 
who does not familiarize himself with the needs in these areas may 
easily provide too little or too much if he relies solely on the requisi- 
tions of the instructors. - 

At times it may be necessary to present emergency requisitions be- 
Cause of increased enrollment or other unforeseen causes. Such re- 
quests —and they should not be many—should be presented to the 
Superintendent with an oral or written supporting statement of the 
reasons which demand supplies above those regularly er And, 
finally, the principal must have some accounting system so that he 
knows how he is conforming to budget allowance. Such controls are 
discussed in connection with the budget in a later section of the 


chapter, = 
School Equipment. The principal has no less responsibility for 
equipment than for supplies, although he ordinarily is much less 


ikely to be consulted in its selection. The responsibility of the princi- 
Pal with respect to supplies is a recurrent one. His responsibility for 
Equipment is to see that it is in good condition, that it is protected 
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from abuse or loss, and, infrequently, to recommend new equipment 
when the old should be replaced. Unless the principal is employed 
in the school system when the building is erected, his participation 
in the selection of equipment is limited large'y to those items which 
are added or replaced. This situation does not mean that the princi- 
pal can be uninfo:med about equipment. He must be able to recom- 
mend, and to justify on educational grounds, new equipment which 
is either necessary or desirable to the improvement of learning in the 
school. 

When a principal is new to a position, he must often forego re- 
questing additional equipment until he is well oriented in his pos 
tion, or at least he should be doubly sure that he can demonstrate 
the indispensability of the particular equipment which he desires to 
requisition. Even then it may be impossible to secure needed equip- 
ment, because well-organized schools operate on a budget, and, un- 
less provision was made for particular equipment in the budget; ii 
is frequently impossible to release the necessary funds until another 
budget is prepared. 

The Importance of Equipment. Proper equipment is esse itial for 
the orderly and efficient operation of a school. Even a superior school 
building without teaching equipment is of little use, whereas an old 
bui'ding, though it is inadequate, will serve its purpose if properly 
equipped. 

At times some schools, in order to economize, have equipped new 
buildings with old equipment, only to find that the old material i$ 
not suitable and does not fit into its new surroundings. Equipment 
for a new school should be requested at the time the new building 
is planned. Building plans should show the location of all furniture 
and equipment drawn to scale. Suitable outlets for electricity, water, 
sewage, and gas should be indicated on the floor plans. 

Classification of Equipment. Equipment may be classified in 
several ways. Often it is classified as to status: permanent or movable. 
Permanent equipment refers to such articles as are part of the build- 
ing: electric light fixtures, heating and ventilation fixtures, toilet fix- 
tures, and any other materials permanently fastened in the building 
such as blackboards. Permanent equipment generally is moved only 
upon the requisition of the principal and then only for unusually 
good cause. The reason is that buildings may be marred by such 1°- 
adiustments. For instance, permanent hangers for maps are often 
provided to prevent marring the woodwork or walls by nails driven 
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at the whim of individual teachers. Teachers and principals some- 
times resent such restrictions, but they must realize that the build- 
ing should be unmarred insofar as possible, and that reasonable re- 
strictions are necessary for this purpose. 

Movable equipment refers to chairs, office furniture, projection 
lanterns, portable radios, books, duplicating machines, and the like 
Equipment may also be classified according to its function, as seat- 
ing, visual aid, cafeteria, home economics, industrial arts, music, 
athletics, and the like. 

Rarely are restrictions placed on the rearrangement of movable 
equipment within a room or from room to room at the discretion of 
the principal and teachers, since such rearrangements usually do not 
conflict with sound instructional procedures or provisions for proper 
hygienic conditions. 

When antiquated or obsolete equipment is to be withdrawn from 
service, it is usually done at the end of the year so that replacements 
can be made during the summer recess at the convenience of the 
workmen and without disrupting the school program. This presup- 
poses that the principal has requested the replacement of equipment 
and that provision has been made for it in the annual budget. Y 

The Principal's Responsibility for Equipment. The principal's re- 
Sponsibility for school equipment was one of the first to be assumed. 
He was expected to organize his school so that equipment could be 


cared for with a minimum of effort. 

Proper morale in the school will prevent wanton damage to equip- 
ment; accidental damage or vandalism by a few must be dealt with 
individually. No one seriously questions that the accidental damage 
of equipment through use in schools is to be expected and that mone- 
tary reimbursement should not be expected in such cases. Omen 
are not always competent; the equipment is for their use under the 
Buidance of the teachers. Damage in use in such cases is a normal 


Operating cost which the school must assume. »- 
In the case of perverse destruction of equipment, the principal 


Should attempt to collect for the damage as a moral rather than as a 
egal claim, for the school authorities should rarely undertake col- 
ection through the courts. Punishment of the student, eae 
Poral or not, for damage to equipment might eo y j t m 
à suit against the principal for unreasonable severity, and such a sul 


might be decided against him. A i 
It is necessary d students be impressed with the importance of 
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proper respect for school property. If they have been unduly negli- 
gent, for example, in playing ball near unprotected windows after 
warning, and injury results, the principal has a moral if not a legal 
responsibility to lead pupils to accept responsibility for, and to make 
restitution of, the property damaged. It will be agreed readily that 
the principal and the teachers have a responsibility for the care of 
equipment, even though the board has not specified such respons 
bility. 

Co-operation of students is necessary in protecting school prop- 

erty; such co-operative help cannot be secured by admonition or 
preachment. Rather it is necessary to develop pride in the local school 
so that the students will feel a sense of participation in the owner- 
ship. Such a spirit may be developed through group-guidance dis- 
cussions that show the cost of school property to the community and 
that indicate the responsibility of each pupil for the use of supplies 
and equipment with consideration. 
_ Keeping a Record of Equipment. Many school systems keep 2? 
inventory of movable equipment, but the practice is not followed 
universally; or is there any unanimity of practice in taking school in- 
ventories. Some are periodic, others are perpetual, and the form in 
use varies with the opinion of the school head who prepares it. Pen- 
odic inventories are usually made annually; perpetual inventories are 
kept up to date as new equipment is added or old equipment is dis- 
posed of. The principal who assumes the responsibility for a school 
should ascertain whether such an inventory is available, and if there 
is none he should take steps to make such an inventory immediately- 
The previous inventory should be checked for accuracy so that miss- 
ing equipment may be charged against the proper administration. 

The inventory offers an objective and reliable basis for estimating 
the needs of the school when the budget is being prepared. It may 
also aid in preventing loss from theft or misplacement, and it forms 
an accurate basis for estimating insurance needs or claims in case e 
loss. Inventories are most likely to be usable if thev are made out for 
each room or department which contains movable equipment, suc 
as the industrial arts department, physical education, interscholasti 
athletics, home economics departments, and the like. The form use 
need not be elaborate but should furnish sufficient information t° 
of value. If the school system does not have a form for use, the form 
in Figure 18 may prove suggestive. 
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. The form may provide space for listing the articles and for record- 
ing the number added during the year, the deductions for obsoles- 
cence or retirement, the total on hand, and the value. An inventory 


which shows the amount and condition of equipment in a room or 
department for a series of years is to be preferred over one which 


does not. 


ATHLETIC EQUIPMENT INVENTORY 
[Name of School] 


Present VALUE 


No. Discarded 
No. Added 
Total No. 
Cost Per Item 
Date of Purchase 
Date of Inventory 


E 
2 
A 
El 
5 
A 
e 
d 
Hd 
o 
Z 


Football pants 
“jerseys 

shoes 
helmets 
shoulder pads 
sweat shirts 
hip pads 
thigh guards 
socks 


Fig. 18. Inventory Form for Athletic Equipment. 
to students for use, a record should also 


chool. If the school does 


When equipment is issued 
rates one that might be 


be kept as a means of preven 
not have a satisfactory form, 
Used, 

An inventory will also prove helpful in determining what equip- 
Ment is in need of repair. Even though the custodial staff has dele- 
8ated to it the responsibility for requisitioning and E antepan 
Certain types of equipment, the principal as head - the school is re- 
Sponsible for the adequacy of equipment and the c haracter of its use. 

The Principal Must Know Modern Trends in Equipment. Every 


ting loss to thes 
Figure 19 illust 
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school principal should keep abreast of developments in the sone 
equipment field. The companies which manufacture E Rc p v 
always eager to inform school principals of new developments. ven 
ing of the books and articles on school administration and atten qe 
at the major educational meetings will furnish any additiona 3 : 
formation which may be needed. It is unnecessary to se d 
whether the movable seating of one company is better than thato e. A 
other company until purchasing is contemplated, but it is necessary : 
know that the trend in school seating is toward movable pue en 
and that light-colored furniture is rapidly becoming Hin : rn 
growing importance of the auditorium makes it imperative ras pe 
principal know something of stage scenery and lighting so = ike 
quests for such equipment can be made intelligently. ine y. b 
principal should know that radio equipment is becoming much m 


h ed 
widely used and that the centralized systems are being preferr 
over individual sets in the classroom. 


ATHLETIC EQUIPMENT RECORD 
[Name of School] 


Name of Pupil. Locker No......-.. 


Scnoor| -| Date | Coupr- | Cine 
ARTICLE Num- mie moe RE | mon | (ar ANY) 
BER TURNED 
ae 
| —————____ 
Football pants 
et jersey 
sid coats 
ir hip pads 
« thigh. guards ] 
“ — socks 


Fig. 19. Record Form for Athletic Equipment. " 
` jsi0 
Many communities have both radio broadcasting and ee di 
stations which will no doubt have some free time available of 
schools if the schools are prepared to make creditable use 


inistra- 
3 National Education Association, American Association of School Admi i 


E D.C. 
tors, American School Buildings, Twenty-Seventh Yearbook. Washington, 
The Association, 1949, 
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time. Central office policy will recognize the importance of making 
proper use of these public facilities in the cultivation of wholesome 
School and community relations. The principal must inform his teach- 
ers if opportunities for presenting school activities and classroom 
work are available and secure for them the consultative assistance 
Which may be required in the preparation of creditable presenta- 
tions. 

The present interest in sound pictures and the potential educa- 
tional values which accrue from using them require that the princi- 
pal recognize the possibilities of their use. The principal should also 
know that the trend in industrial arts education is toward the gen- 
eral shop, whether the shop facilities be of the comprehensive type 
in a one-shop school or consist of several general shops, such as wood- 
working, metal, and graphic arts in large schools. Knowledge of what 
type of industrial arts program is desired should guide the principal 
in determining the kind and amount of equipment to be selected 
when replacements are needed. The principal who knows the trends 
in school equipment can exert leadership in making the local school 


Outstanding in this respect. 
FREE TEXTBOOKS 

The Responsibility of the Principal for Textbooks. The feeling is 
growing that school districts should furnish free textbooks to stu- 
dents. It is argued that the total cost to the community is less if the 
books are purchased directly from the publishers by the school than 
if they are bought by the students or their parents from local trades- 
men, It is also held that when pupils are required to purchase books 
the pressure of public opinion to retain an adopted text after the 


Period of usefulness is over is almost inevitable. Free textbooks re- 
tired from service after the nor- 


move suc re. Books may be re 
mal iene P um three to zu ym depending on the extent of use 
and t i anufacture. 

edes 6n to substantiate the claim that textbooks 
Should be furnished without cost to pupils. Legislation that permits 
?r requires local districts to furnish free textbooks has been enacted 
in approximately two-thirds of the states. Where Iegistatiun.ds per- 
Missive the rural areas have been less likely to furnish textbooks 
than the urban areas. In a study involving many of our larger cities 
it was found that the provision of free textbooks was almost uni- 
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versal at the elementary school level and that it was common at the 
secondary level. Thirty-six states and the District of Columbia pro- 
vide free textbooks for elementary grades and eleven more provide 
for some free textbooks. Twenty-four states provide free textbooks 
in high school and twelve others provide some of the high school 
texts.* 

Some schools have tried to compromise by purchasing the books 
and renting them to the pupils, particularly at the secondary school 
level. Although the plan furnishes textbooks at less cost to parents 
and allows freedom from public pressure in the selection of books, 
it is not to be recommended if free books can be provided. Where 
the rental plan is adopted it is usually a compromise measure which 
will eventually be replaced by free books. 

Modern methods of teaching involve large numbers of books in 
either the classroom library or the central library for use with cer- 
tain units. This fact makes necessary the purchasing of books by the 
school district rather than by the individual pupil. In many cases no 

basic" text is used, but rather a series of books. Furnishing books in 
such quantities places a responsibility on the principal for both selec- 
tion and administration, Quite generally in city systems, committees 
of teachers are appointed to choose textbooks and often a principal 
is placed on a city-wide committee. The members examine books: 
listen to salesmen and make their selections. It is almost universa 
practice to accept the recommendations of the textbook committee. 

When free textbooks are furnished, they may be stored centrally 
and requisitioned annually, although this procedure involves à large 
amount of cartage. Rather, a reasonable number may be retained in 
each school and transfer made by requisition on the basis of entot- 
ment at the beginning of the term, The surplus, requiring much les$ 
storage space, would be kept in the central warehouse where it coul 
be requisitioned by principals. In order to prevent the ambitious anc 
aggressive principals from securing more than a just allotment ° 
textbooks, some schools have found it desirable to allot books on the 
basis of enrollment. 

Accounting for Textbooks. Textbooks are not usually accessioned 
through the library. However, they must be housed in the loc? 
school. Probably the best plan is to store them in a central book 


4 American Textbook Institute, Textbooks in Education. New York: The Ips 
stitute, 1949, p. 80. ^ 


BUSINESS FUNCTIONS OF PRINCIPALS 487 


n 3 
Mere eT een 
) a quisitions. Textbooks should be 
returned to the central book room at the end of the year, where the 
should be checked with the inventory of the previous year and Ms d 
visions made for replacement and repairs. Someone in the principal’s 
office, preferably a clerk, should issue the books on requisition, and 
keep up to date the accounting of the book room. A teacher's account 
form is necessary for use in the book room to show what books were 
received and returned or were lost. Such a form should be similar to 
Figure 20. 
It is recommended that all textbooks be labeled as property of the 
school district and that all be numbered. In addition, the name of 


TEACHERS ACCOUNT OF BOOKS ISSUED 
[Name of School] 


Name of Teacher... 


TOs. Rec'd [Date] Rec'd| Date || Return Date | Return | Date 
=~ | 


Fig. 20. Form Used by Teacher in Issuing Books. 
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the school district is frequently stamped on the top and bottom of 
the edges to prevent books finding their way into private book col- 
lections or secondhand stores. 

The teacher must keep a book record for each student. Figure 21 
will serve as an example. 

The record prevents the loss of books since each book is numbered 
and charged to a certain student. Experience indicates little diffi- 


TEXTBOOK LOAN RECORD 
[Name of School] 


Nae OF Teaia "Textbook. 


CONDITION CONDITION 


PuPIL'S | Book | ——1——— Pupit’s| BOOK 
NAME No. at on | FINE NAME. No. BÉ 


e- 
Issue | turn Issue 


Fig.21. Teacher's Record of Textbooks Lent to Class. 
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culty in administering such a system and very little unwarranted 


wear or loss of the books. 
The principal also needs a control form for the book room from 


which he can determine the number on hand at any time. A satisfac- 


tory example is shown in Figure 22. 
The problem of dealing with lost or misused books is encountered 


by every principal. If fines are to be collected they should be dealt 
With as moral rather than legal obligations because, as was pointed 
Out in connection with broken equipment, it is doubtful that such 


PRINCIPAL'S RECORD OF TEXTBOOKS 
[Name of School] 


Issuep TO TEACHERS 


Re- 
Lost | UNFIT | || NDER 


TITLE oF 
Boox TOTAR (Name and Number) 


Fig. 22. Principal's Record of Textbooks Issued to Teachers. 
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claims could be collected legally from the parents even though the 
claims were large enough to warrant legal action. Fortunately, the 
number of lost or misused books is very small, and most parents will 
accept fines as moral obligations if not as legal claims. It is inevitable, 
of course, that loss will occur in the distribution of free textbooks. 
The obligation of the principal is to hold the loss as low as possible. 
The foregoing forms illustrate necessary types of control. 


TRANSPORTATION OF PUPILS 


The transportation of pupils is largely a school-system problem, 
that is, whether or not pupils are transported and the regulations 
pertaining to methods and schedules are matters of system-wide de- 
cisions, The problems of the local school principal involve the mesh- 
ing of the dismissal schedule with that of the bus schedule, and the 
management of the pupils transported. The control of children on 
buses to and from school often presents aggravating problems. The 
driver, although in control of the bus, is usually too busy to give close 
supervision to his passengers. He can and should report unruly stu- 
dents to the school principal, who has authority over the students 
en route to and from school. 

In some school systems which transport large numbers, student 
government is practiced. Each bus has student officers in control 
These officers are responsible to the school principal for the behavior 
of students on their buses. The problem of the principal is one e 
careful planning for the student organization of each bus and close 
supervision of its functioning. This method of control has worked $° 
well where tried that it probably represents the pattern of manage 
ment which will become the general practice in the future. 


PROBLEMS OF SCHOOL FINANCE 

Budget Responsibilities. It is generally recognized that a carefully 
made and well-administered budget, based on educational needs: d 
necessary in the efficient management of a school system. The re 
sponsibility of the principal varies with the size of the school syst€?? 
and the theory of school administration held by the board of educ" 
tion and the superintendent. In general the tendency to delegate 
the principal greater responsibilities in preparing and administer 
a budget is much to be desired. If the individual school is made t P 
unit in the preparation and administration of the budget, a prac 


i m 
in many school systems, the principal must participate. If the prine 
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pal is to administer the budget, he and his faculty should share in its 
construction. Usually this participation takes the form of compiling 
requests for supplies, equipment, and books. These are revised by 
the central office and returned to the principal for review before the 
budget is presented for final approval or revision by the reviewing 
body. 

Similarly, maintenance and repair budgets are submitted, revised, 
and reviewed. The principal has some responsibility for teachers’ 
salaries through the formal evaluation of teachers when such pro- 
cedure is required. If formal ratings are not required, recommenda- 
tions based on sound educational reasons will be expected. These 
duties, which do not include preparation of the salary schedule, are 
ordinarily concluded well in advance of the date at which the budget 
is submitted for approval; the preparation of other budget items 
Such as fixed charges, capital outlay, debt service, or the estimation 
of income is not the responsibility of the principal. 

After the budget has been adopted, the responsibilities of the 
Principal are limited to the administration of the allotment for sup- 
plies and equipment. When budget allotments have been made, they 
Should be adhered to except in unusual cases, such as an unexpected 
increase in enrollment. In such cases special arrangements are neces- 
sary between the principal and the superintendent so that sufficient 
Supplies, books, and equipment are available. Requests to transfer 
funds from one account to another should be made infrequently, if 
at all, and then only for extraordinary educational reasons. The 
budget, if well-made, should provide for all regular iQ anticipated 
needs; requests for major transfers usually indicate carelessness in 


Planning or inefficiency of administration. 
to administer a budget, he must know the 


If th ae i 

e principal is to a : 

àmounts in each account already spent, committed but unspent, and 

Unallocated, in order to avoid embarrassment to himself and his 
; 


Superior officers. Some schools send to the principals monthly finan- 
Cial statements showing the amount allocated in the budget, amount 
Spent to date, and the amount available for expenditure. These re- 


Ports enable the principal to keep within budget appropriations. If 
Such reports are not made it will be necessary for the principal to set 
UP a series of memorandum accounts in his office, which will give 

P lligent administration of the 


Sufficient i ion to make inte 
information to ™é : : 
udget possible. Such an account should be kept for each heading of 
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the school budget for which the principal has responsibility and 
should show the amount appropriated, amount expended, commit- 
ments which must be paid but have not yet been received, and un- 
allocated balance. A satisfactory form, if one does not exist in the 
system, is shown in Figure 23. 

Such accounts are not official and should be reconciled with the 
central office accounts periodically, but they do offer a satisfactory 
working control for each major account for which a principal is 


BUDGET ACCOUNTS 
[Name of School] 


Mate OF: AUN Toni a bé sanc ecostonótt ut rtu lilt tana 


AMOUNT AND 
Date or 
APPROPRIATION 


Goons COMMITMENTS 
RecEIVED Nor Yer 
REcEIvED 


UNEXPENDED 
BALANCE 


— omn 


Fig.23. Record Form for Budget Accounts. 
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responsible and they prevent the embarrassment which will result 
from overdrawn accounts or from careless administration. If the 
principal wishes to determine costs per room or by department, the 
account should have supplementary columnar distribution sheets 
on which the clerk may enter the headings directly from the con- 
trolling account. These distributions make possible cost studies of 
practically any nature the principal may wish. 

One should expect memorandum accounts not to agree fully with 
official accounts because small sums which were not recommended 
or approved by the principal will inevitably and justifiably appear 
in the official central office records from time to time. These correc- 
tions, which may not be expected to be large, should be made from 
time to time to reconcile the memorandum accounts with the official 


books. 

The keeping of acco 
within the building. Such studi 
among the various grades or de 


unts will facilitate studies of school costs 
es may be made to compare costs 
partments. The elements which go 


to make up cost are teachers’ salaries, pupil enrollment, and supplies. 

Petty Cash and Financial Accounting. In every school small sums 
from book fines, sales to students, or petty cash funds from the cen- 
tral office must be accounted for. Unless there is a school store, the 
Breatest problems in bookkeeping will ordinarily arise from the sale 
of materials such as industrial arts or home economic supplies which 
are used by pupils in making articles that become the individual's 
Property. Such supplies are not likely to be furnished without cost 
10 matter how generously the school provides supplies and equip- 
ment, nor is there any reason why articles which become the perma- 
nent possession of the pupils should be furnished at public expense. 

It becomes the duty of the individual instructor to collect the cost 
of the material, issue a receipt in duplicate for it, and account to 
the principal. The principal or his clerk should issue a receipt in 
duplicate to the teacher and send the money to the central office 


Where it is credited to stores or to the revolving account. The prin- 
the central office the book fines, 


Cipal’s office should also remit to t : 
although receipts are not issued. The office should retain the teachers 
forms showing the conditions of books returned and fines levied 
Until the probability of their being needed for reference has passed. 
Ordinaril these accounts will suffice. If petty cash is kept, receipts 
y that the sum may be ac- 


must be secured for every expenditure so 
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counted for in a businesslike way. Public funds are a public trust, 
and their accounting is an obligation which any principal must per- 
form with meticulous care. 


THE SCHOOL STORE 

For the many articles needed by students that are not furnished 
by the board of education, it has been found desirable in some com- 
munities, particularly at the secondary level, to provide school stores 
for the convenience of the students and to standardize the merchan- 
dise available for purchase. Some schools sell textbooks and other 
necessary articles, such as pencils, ink, paper, and notebooks which 
are frequently purchased by students. Other schools have gone fur- 
ther and have stocked art supplies, music supplies, suits to be worn 
in the physical education classes, gymnasium shoes, and other sup- 
plies which students may need. 

Many schools offer for sale candy bars, nuts, carbonated beverages 
and fruit; or sales may be conducted by student organizations. The 
student council may secure the concession to sell candy bars during 
the noon hour, or the Girl Scouts may periodically secure permission 
to have candy sales. Frequently some foresighted organization 5€- 
Cures a concession to sell sandwiches and coffee at the football games 
—and realizes a good profit. The selling of tickets to athletic contests, 
class plays, and other school entertainments is common in schools 
which do not have the activity ticket. Not infrequently individual 
students have been allowed the privilege of selling class jewelry. in- 
vitations to the graduation exercises, or insignia of various kinds. To 
centralize some of these selling practices, school stores have bee? 
established. 

Reasons for the School Store. The reasons usually given by tha 
principals for establishing the school stores are (1) convenience w 
the students, (2) economy for the students, (8) standardization of 
supplies, and (4) elimination of satellite stores. Although the last 
reason is not advanced frequently, it will readily be recognized as 
a pertinent one by all who have struggled with the problem of un- 
desirable stores, 

The primary reason for the establishment of the store, in the 
opinion of the principals, is convenience to the pupils, since many 
schools are frequently located a considerable distance from the bus" 
ness district of the community. The second reason, economy for tbe 
pupil is also a basic reason for establishing a school store 
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patronizing the school stores the student can save as much as 20 
per cent of the cost price in retail stores because the school pur- 
chased direct from the jobber, does not pay rent for the store, and 
is not primarily interested in profit. 

Local merchants almost unanimously consider school stores un- 
fair competition, since the school store does not pay rent or local 
property taxes. Unless the principal can show that the store is a real 
convenience for the students it will be unwise to open it, for local 
merchants will surely attempt to close it, and will probably succeed. 

Articles Sold in Stores. The supplies sold in school stores can be 

classified into three groups: (1) general supplies used in many differ- 
ent classrooms, such as pencils, theme paper, ink, and erasers, (2) 
special supplies used in one or a few courses, such as stenographers' 
notebooks, art supplies, or mechanical drawing paper, (3) noneduca- 
tional articles, such as candy, soft drinks, peanuts, chewing gum, and 
fruit. 
Operation of the Store. The operating capital of school stores is 
Secured chiefly from three sources: (1) The small profit which ac- 
crued from operating the store, (2) Money appropriated by the 
board of education for the original capital outlay, and (8) Paying 
for goods out of the income of the store by staggering of payments 
on bills to jobbers. By all odds the second method is best—securing 
Operating capital through a revolving account of the board—because 
it places the official stamp of approval on the venture. 

The stores are usually managed by the principal or his office clerk. 
The principal apparently acts as the manager only in the smaller 
Schools; in the larger schools some other adult is assigned the duty 


Tost schools use some paid student help. 
y on the ground of its serv- 


hould not be acceptable 


of management. N 
The school store can be justified onl 


ices to students. However, even this reason s e at 
to a board of education if the school principal allows his time to be 


monopolized in the operation of the store. He is employed as a 
School leader and administrator and not as an operator of a petty 
business. If the school is to operate a store, the principal must arrange 
for its operation in an efficient manner, restricting the scope of activi- 
ties to services approved by the board of education. A wise principal 
Will never allow the school store to be dubbed as his hobby. The 
financing of the store must be in harmony with sound business 
methods and its accounts must be subject to the same periodic audit- 


Ing as all school accounts. 
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EXTRACURRICULAR FINANCE 

It has already been stated that in many schools athletics present 
problems of considerable financial responsibility. In an even greater 
number of schools the entire extracurricular program may involve 
large expenditures. Brogue and Jacobson showed that the money 
available for activities under the legislative control of the student 
council aggregated as much as $75,000 in certain individual schools.” 

The Necessity for Financial Accounting. It is apparent that these 
sums equal the current operating expense of a small school system. 
Hence, the expenditure of the funds must be accounted for care- 
fully. Any school administrator who does not do so would soon for- 
feit public confidence. The obligation of accounting would be no 
less imperative if the extracurricular funds were no greater than 
fifty dollars in an entire year. 

Instances can be found in which treasurers of school organiza: 
tions have misappropriated funds or in which the staff of a publica- 
tion which has shown a profit for the year has distributed the pro- 
ceeds among its members. The latter arrangement still exists in some 
higher institutions. Many school systems account for all extracut 
ricular funds carefully, but others do not. It is a rare school in which 
complete financial records going back ten or fifteen years can be 
found. Even when such records are found it is doubtful that ade- 
quate audits cover the entire period for which records are available: 

Unless accounting is centralized and carefully supervised, € 
organization having a balance will logically wish to spend it before 
the end of the school year, Any organization that has overspent W! 
forget the deficit, which will plague the sponsor and the administr" 
tive officer during the summer and perhaps throughout the follow- 
ing year. Such occurrences cause irritation and unnecessarily co™ 
plicate the problem of school administration. 

In nearly all cases in which the financial records of extracurricula 
activities are incomplete or inadequate, the oversight is due to caro 
lessness or unawareness of the necessity for keeping records rab 
than to deliberate neglect on the part of school principals. Tha 
boards of education at times have allowed extracurricular funds f 
be accounted for inadequately can be explained only by their i£ 


" on 89 
5 E. B. Brogue and P. B. Jacobson, Student Council Handbook, Bulletin f 
National Association of Secondary-School Principals, Vol. XXIV (March E 
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norance of the sums which are frequently handled. Fortunately many 
school administrators now see the necessity for caring for funds. 

The system of accounting recommended here for the extracurricu- 
lar funds is to have the responsibility for all accounts centralized in 
some one adult—principal, secretary, teacher of commercial sub- 
jects, or special person hired to supervise all extracurricular funds. 
Decentralized accounting will inevitably lead to confusion, inac- 
curacy, and the misappropriation of funds. 

A Suggested Accounting Procedure. The procedure proposed 
here is simple, provides all information that is necessary, and has 
both the sanction of competent school authorities and successful 
practice to recommend it. This does not mean that other systems may 


not be equally satisfactory. 


TREASURER'S RECEIPT 
[Name of School] 


N Ossana 


Received of ........... A the sum of 


Hog obses cese ELSE AINE AE organization. 


School Treasurer 


Fig.24. Extracurriculum Receipt Issued by School Treasurer. 


tion should deposit with the school 
ich come to his hands. The school 
e copy is kept in the school 


Each treasurer of an organiza 
treasurer regularly all funds wh 


treasurer i int in duplicate. On 

urer issues a receipt in dup py 1 

treasurer's files, the other is kept by the organization treasurer. There 
> 


can never be any doubt as to the amount of money deposited by an 
Organization, as the matter can be checked. A sample of such a 
receipt, on 4 three by five inch card, is shown in Figure 24. Such 
; ools. 


form i in most sch 
s are in current use In T h- 
Purchase Order or Requisition Blank. When any organization 
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wishes to make a purchase, it should fill out a blank similar to the 
one shown in Figure 25. This blank is signed by the treasurer and the 
organization, and certified by the school treasurer that there are 
sufficient funds to satisfy the bill when it must be paid. 

The blank is filled out in triplicate. One copy goes to the vendon 
one to the organization treasurer, and one remains with the schoo 
treasurer, It is necessary to impress on tradesmen with whom the 
school organization does business, on student officers, and on spor 
sors that no goods may be ordered or charged against the schoo 
account unless a requisition is first secured. Unless this is done, un- 


PURCHASE REQUEST 


[Name of School] 


Name of firm. 
Address 


Purchase 


Amount 


School Treasurer . 


Fig.25. Extracurriculum Purchase Order Form. 
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expected bills and invoices will arrive which cannot be met because 
funds may not be available for payment. 

Controlling Accounts and Subsidiary Accounts. All school ac- 
counts, from whatever source received, should be kept in one ac- 
count at the bank and a controlling account showing the balance for 
all accounts should be kept by the school treasurer. It may be kept 
on a single sheet punched for a loose-leaf notebook. Such an ac- 
count shows receipts, total receipts, date, the item entered, the 
number of the check used for each payment, disbursements, the 
total amount disbursed, and the bank balance. Each subsidiary ac- 
count has a similar sheet which shows its balance. The total of all 
subsidiary accounts must balance with the total in the controlling 
account, Which should be checked with monthly bank statements. 


Payment of Bills. No bills should be paid until an invoice has been 
checked by the sponsor of the organi- 


received from the vendor and 
r for payment may then be issued, 


zation or the treasurer. An orde 
as shown in Figure 26. 


TREASURERS ORDER 
[Name of School] 


Pay to the order of ..- - 


invoices attached and good rec 


Sponsor ———————————————— 


Treasurer 7 


Check No. met 


TVPG annn SCHOOL EEEN err 


26. Form Used as Treasurer's Order for Payment. 


i icate, should be signed by the 
Such an order for payment, m d upline i hed t ties sed fo 
Sponsor and treasurer of the organization, A es ol ^ ; I à 
goods received, and sent to the school treasurer who checks to see that 
" 


Fig. 
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the order corresponds to the requisition. The treasurer should fill in 
the check number, keep the original and the invoices, and give [e 
duplicate to the organization treasurer. The check is then issued m 
sent to the vendor with a form showing the date and number 9 
tradesman's invoice (Figure 97), and the proper entries are made in 
the controlling and subsidiary accounts. This is a common practice in 
all well-managed schools. 


When the check returns from the bank at the end of the month 
it is attached to the invoice, origin 
ment, and the whole is filed numerically by check number. It is then 
easy to refer to the transaction at any time if case invoices are 


presented a second time, or if some error has occurred in the trans- 
action, 


Vespa — 
al requisition, and order for pay 


NOTICE OF PAYMENT 
[Name of School] 


Enclosed is our check No, 


Insee EARN in payment of 
your invoices numbered , Covering our 


requisitions numbered 


a E 


School Treasurer 
Date 


Fig. 27. Form Used as Notice of Payment. 


At regular intervals, prob 
should issue a statement of 


which he is responsible. The 


r 
ably once a month, the school um : 
the condition of each of the funds : 
se statements should go to each sponso? 
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organization treasurer, and the principal. There is no value in having 
pupils keep accounts unless the accounting is properly done. In 
some schools it is the practice for all organization treasurers to meet 
with the school treasurer early in the year to receive systematic 
instruction in proper methods of keeping accounts. Fi ollowing the 
period of instruction they should meet with the school treasurer 
regularly, probably once a month, to reconcile their accounts with 
those of the school treasurer. 

The condition of the entire fund should be published annually 
with the certificate of audit. The audit should be made by a com- 
petent disinterested auditor, preferably by a certified public ac- 


countant. 
The school treasurer should be bonded with a surety company for 


the largest amount of money for which he is likely to be responsible 
at any one time. The cost of a bond is negligible and the bonding 
protects both the school and the person responsible for the funds. 
The cost of bonding may be charged to the general account of the 
school, or divided proportionately among the subsidiary accounts. 

As an aid to facilitating orderly business practice, all goods and 
invoices should be delivered to the school treasurer, who in turn 
distributes them to the proper organizations or individuals for check- 


ing before the payment order is made out. 
If some centralized system of accounting for extracurricular funds 


is adopted it is possible to account for all funds received or dis- 


ursed during any given year at any later time. Such records should 
be kept just a carefully as the cumulative scholarship record of 
a 


every 

Ammas which has been described is simple and workable. A 
school that desires a more comprehensive plan can Saly secun one 
fróma:commeretal supply house or find one described in the writings 
[9 inistration. 

p TET Fund. It is desirable 5 n : cvs al urs 
from which purchases of benefit to the oae " s aie af ne For E 
the scope of any organization, may n e a tax of 10 per 
Varies. In a few schools it is customary to impos e "à 
Cent on the net receipts of all the major hie Yu e * 
Such as athletic games and dramatic per ici is béca se of Taen 
Which this tax is based is that the activities thrive * = b s 
Connection with the school; it is, therefore, reasonable that p 
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the receipts should revert to the benefit of the entire student body. 

In other schools, bazaars, carnivals, and other entertainments 
furnish the source of the general school fund. Such a fund is the 
responsibility of the student council in those schools in which the 
council is allowed financial responsibility. From the general fund 
may be purchased paintings, trophy cases, motion picture projectors, 
and other desirable equipment which cannot be secured through 
regular board of education appropriations. The fund may also aid 
worthy but nonrevenue-producing activities in the school. In the 
high school of Austin, Minnesota, the general fund was used to 
purchase a pipe organ for the auditorium, sound motion picture 
equipment, musical instruments, and other desirable equipment. 

A note of caution should be added: namely, that the purchasing 
of equipment which is properly the responsibility of the board of 
education may set a precedent difficult to break down. In spite of 
this precedent, the general fund is a desirable practice which many 
Schools would do well to adopt. In large schools the general account 
may reach such proportions that part of it may be deposited at inter- 
est until it is needed for a permanent purchase. 

Methods of Securing Funds. The principal source of funds for 
extracurricular activities is from the sale of tickets for individual 
events. Other sources include dues from pupils, receipts from special 
activities, season tickets, tag days, profits on sales in the school store 
or at school functions, and social events. Some schools sell season 
tickets to football games or other events which occur in series. This 
practice tends to insure the school against low receipts because of a 
poor season, unfavorable weather conditions, or other unforeseen fac 
tors. In other schools an activity ticket is sold which admits pupils 
to all events, both athletic and nonathletic. 

Many schools use some form of installment payment to enable all 
students to subscribe for activity tickets, Usually a large percentage 
of the student body will support such a plan and continue install- 
ments throughout the year. The plan insures good attendance at 4 
events and enables more students to attend school functions tha? 
would otherwise attend. If such a plan is adopted it is necessary to 
have events well distributed throughout the year, and to have g 
highly prized token, such as the annual, distributed after the ast 
payment has been made on the activity ticket. 

Schools which have tried the plan are enthusiastic about it. Drives 
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for each activity are obviated, attendance is increased, and sufficient 
revenue is available to operate the activities. After the amount to 
be received has been determined, it can be allocated to the activities 
early in the year so that each organization knows what its resources 
are and can plan its expenditures accordingly. The plan of selling 
an activitv ticket which admits to all school events is much more 
businesslike and dignified than having tag days, bazaars, or benefit 
performances. The latter two are particularly likely to disrupt the 
entire school while preparation is being made. Even though the sum 
thus realized is considerable, it is extremely unlikely that the results 
can be justified in the light of the loss of time. 

When ticket sales are held, they should be carefully supervised. 
All tickets should be numbered and a record of the numbers issued 
to each seller should be kept. Students should realize that losing 
tickets is a personal liability that they must assume just as they 
assume liability for their personal funds. Those who lose tickets may 
reasonablv be held accountable for those presented for admission: if 
the numbered tickets are not presented there is certainly no reason 


why the loser should reimburse the school, for it has suffered no loss. 
D is used as the basis for student admission, 


ssion tickets to adults. Such selling 
should be carefully supervised and receipts should be checked with 
tickets. To fail to do so, particularly if students are allowed to sell 
tickets, offers the possibility for fraud. The principal may delegate 
the responsibility of selling to the sponsor and the pe of the 
Organization presenting à public performance, with brs 
that an accurate report of sales will be furnished promptly after the 


sale of tickets is concluded. 
Responsibility for Finance. It hi 


Even when an activity 
it will be necessary to sell admi 


as been mentioned previously that 
the student council may assume the responsibility for allocating 
extracurricular funds to the various activities on the basis of need 
and within the limits of the funds available. Such a practice may well 
be one of the most vital experiences 


In large councils a committee under io aud eonna t5 n 
Conveniently consider all budget requests 


; mmendation. Such 
: eh or accepts or rejects the reco n. S 
Council, which in turn accep subject to approval of the principal, 


recommendations are, of course, 5 
as are all other acts of the counctt. aM» 
If pupils are to participate in the government of the school—which 


that comes to a student. 
faculty sponsorship may more 


* 
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usually implies the management of extracurricular activities—there 
is every reason why they should participate in the allocation of the 
funds necessary for the operation of the activities. Such a commit- 
tee is especially necessary when there is a general school fund in 
which all moneys are placed and from which funds are disbursed 
to activities irrespective of which activities have helped in raising 
the funds. 

In 1944, Trump made a study of the management of extracurricu- 
lar activities in 901 high schools in the North Central Association 
territory. Concerning some of the practices he says: 


All expenditures are made by requisition signed by an officer of the 
organization, the sponsor, and a central treasurer in 103 (exactly 40 per 
cent) of the small schools, 289 (55 per cent) of the medium schools, and 
96 (78 per cent) of the large schools. All expenditures are paid by check 
which is filed with the invoice and requisition in 156 (60 per cent) small, 
366 (70 per cent) medium and 89 (70 per cent) large schools. The practice 
of not paying for purchases unless a requisition and invoice are presented 
by the vendor is followed in the following number of schools: 48 small (19 
per cent), 185 medium (85 per cent), and 62 (50 per cent) large. 


Trump also found that only 171 or less than 20 per cent of the 
schools had an annual audit by a competent professional auditor 
cutside the school system, although over 90 per cent had some sort 
of audit of the funds, and that the larger schools were more likely 
to have adequate business procedures than were the small schools. 

The making of the budget for extracurricular activities may vary 
from a simple allocation of lump sums to each activity to carefully 
worked out plans under which each activity receives a percentage 
of the total. No matter which plan is used, the budget should form 
the financial chart for the year, from which deviation is not made 
except for emergencies. As a backlog for such contingencies, a T€" 
serve fund should be set up, or part of the expected annual receipts 
should be kept in the general fund for any emergencies that may arise. 

The council or its finance committee need not handle funds or do 
the bookkeeping; legislative bodies, whether Congress or a student 
council, allocate rather than administer funds. Fiscal administratio 
should be reserved for a bonded adult treasurer who reports regu 
larly to the council the condition of all funds. The school treasure? 


5 J. L. Trump, High-School Extra 


svesait 
curriculum. Activities. Chicago: Univers? y 
of Chicago Press, 1944, p. 61. 
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should be a member of the finance committee; in fact, he might well 
be the sponsor for the group. 

Pupils in school should learn that public funds such as those used 
in extracurricular activities must be supervised carefully, that ex- 
penditures should be made according to a budget plan, and that 
expenditures must be accounted for according to approved business 
practice. If pupils in school are taught to handle public funds in a 
careful manner, they will be more likely to insist on similar careful 
handling of public funds outside the school. To foster such a desire 
on the part of pupils is an obligation of the school. 

A WORD OF CAUTION 

The rapid increase in school size and the changed conditions 
under which schools operate today have greatly increased the busi- 
ness responsibilities of school principals. Many schools enroll more 
Pupils than the population of towns and small cities. The efficient 
Operation of these schools as communities makes heavy demands on 
the business competency of the principal. Job analysis of the business 
functions required of school principals runs into hundreds of duties, 
It is highly important that principals and persons aspiring to be 
Principals avail themselves of courses in school administration in 
institutions of higher learning dealing with the nature of the busi- 


ness aspects of school administration. It is also essential that they 
keep up with the current literature on school organization and 
administration. The tendency of all this is to make the principal 


business-minded. But important as it is that school principals become 
efficient managers of their school enterprises, it is imperative that 
they not lose their perspective as educators, for in the final analysis 
they will be evaluated by the quality of their leadership as educators 
rather than by their acumen as business functionaries. 
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ADMINISTERING THE SCHOOL 
PLANT 


i “The school plant” is a comprehensive term which includes build- 
ing, grounds, school furniture, other equipment, and apparatus. The 
entire plant usually represents a considerable public investment, in- 
tended to provide for the education of the community’s children. In 
recent years the school plant has come to be regarded as a com- 
munity investment to be used for neighborhood welfare as well as a 
Service to children. 

The rules and regulations of city school systems disclose that the 
school plant is restricted to educational purposes for the hours of the 
day in which the school is in session. After school hours the plant 
may be used for neighborhood recreational purposes under the con- 
trol of a recreation board or a department of public playgrounds and, 
Parks, provided the board of education agrees to the plan. This is in | 
harmony with ideas advanced for many years on the wider use of | 
school plants and the school as a community center. More ani 
the term “community school” has come to be in vogue, particularly 
when new school buildings are 


being planned. The use of this term 
has been projected on the theory that a public school is a community 
institution which should serve adults as well as youth and which 
Should be available for worthy purposes after regular school hours. 
_ The school principal, to a somewhat greater extent than any other, 
1S responsible for the utilization of the school plant. This responsi- 
bility of the principal has not received the emphasis in the literature 
On education as has the responsibility of the principal for instruction, 


tv School: New Meaning for an Old Term," The 
; ity S; Fifty. 4 Yearbook, National Society for the Study of 
OMmunity School, Fifty-Second. eed Press, 1958, Part Il, p. 1. 
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although one of the earliest duties assigned to the school principal 
pertained to the management of the plant. 

In some large cities the custodial staff is responsible to a business 
manager, who is also responsible for the plant. In such systems the 
principal has little authority for the school building or its care. As a 
result, friction between the principal and the custodial staff fre- 
quently ensues and may eventuate in some cases in unsatisfactory 
care of the building and grounds, and the general lowering of school 
morale. But in most cities the principal is recognized as the responsi- 
ble head of the school with authority to direct and to supervise the 
work of the custodians to the end that the educational program may 
not suffer because of unsatisfactory care of building and grounds. 


THE SCHOOL PLANT AS A STIMULATING 
LEARNING ENVIRONMENT 
Whatever the specific responsibilities of the principal for the school 
plant, he must look upon the plant as an integral part of a learning 
environment. The role of the classroom teacher will always tran- 
scend that of the physical plant in education, yet the plant is a BUM 
of tremendous importance in education. As a learning quU 
the school plant may serve either as a stimulating influence on chil- 


4 ne 
dren or as a depressing influence. In order to realize the role of d 
school plant in education, one 


1 
need only compare a modern schoo 
building and its superior lighti 


ng; attractive decoration; comfortable 
seating; and useful service facilities, such as library, multi-purpos 
room, functional playgrounds, and classrooms with chalk and le 
boards, sinks, work areas, filing and storage facilities and pupil o 
ers, with the non-functional, meagerly equipped, and unattractive y 
decorated plants of a generation ago. in 
Comparatively few principals will be privileged to participate » 
the planning of new buildings or to have charge of such building 


ilt 
The large proportion of the school plants of the country were ha 


prior to the development of the modern standards of schoolhous? 


construction. In a survey of school facilities ordered by the Ww 
Congress and conducted by the United States Office of Educa» 
involving areas representing 40.8 per cent of the national popula?" 
and 44.06 per cent of the school population, it was found that jo 
proximately 66 per cent of all school buildings were over twe? 
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years old.? Approximately 40 per cent of these buildings were over 
thirty years old and nearly 17 per cent were over fifty years old. 
Twenty-two per cent of the total number of buildings surveyed were 
from 11 to 20 years old and only 18 per cent were under 11 years old. 
It is therefore evident that since the large majority of the children of 
the country (82 per cent) are housed in school buildings from 11 years 
old to 50 years old and over, the qualities of the physical environ- 
ment will depend on what can be done to improve older classrooms 
and other service facilities. 

Old buildings can be made attractive by internal reconditioning in 
conformity with the standards of modern school plants. Knowing the 
importance of good physical facilities on classroom climate, the 
principal can urge that everything possible be done to improve these 
features of his school. It is an obligation of the board of education of 
a school system to improve the internal conditions of the schools un- 
der its control, and to recondition and rehabilitate to the extent pos- 
sible, In sensitizing school authorities to the importance of the school 
plant in creating a stimulating learning environment the principal 


must assume a significant role. . . 
If the school plant is to serve as an acceptable learning environ- 
ment, the plant must be planned to provide the conditions desired. 
In the past all too many plants have been constructed without refer- 
ence to educational requirements. The education program and stu- 
dent needs have had to be adapted to the plant facilities available 
With the result that the plant presented a continual handicap to the 
realization of school objectives. Many plants so constructed were 
Outmoded before completion. The construction of a school plant 
Should be the last step in a program of planning which takes into 
Consideration not only present needs but also future developments as 
far as they can be foreseen. To guarantee future plant adaptation, 
flexibility in functional layout should be provided to the fullest ex- 
d his teacher personnel can and 


tent possible. The principal an r ; 
should make a inil contribution to the functional planning of 


the school plant they will be expected to use. 
PLANT RESPONSIBILITIES OF THE FEINOIRAT, 
Analysis of the authority conferred on the principal with respect 


to building and grounds reveals a large number of specific duties. In 


à Education, The First Progress Re- 
? Federal Security Agency: US o s 


Port of the School Facilities Survey» 
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addition to supervising the janitors and custodians, he must see that 
the school plant provides adequate educational service. The build- 
i ing must not be allowed to endanger the health and safety of chil- 
dren because of fire or accident hazards occasioned by faulty con- 
struction or improper use. " 

The utilization of plant facilities presents a technical problem 4 
administration for the principal that can be solved satisfactorily on y 
when the factors conditioning utilization are fully known. For iw 
ample, some principals consider that their buildings are overcen wae 
when, as a matter of fact, the pupil load is not properly distributec 
in the facilities available. Such a situation is illustrated by Scott who 
in a study of 28 high schools found that in one school the classrooms 
were used 99.4 per cent of the time that they were available for ae" 
By increasing the length of the day to 480 minutes, the percentage ° 
utilization could be reduced to 62.* Some loss in utilization is to be 
expected, since not all the classrooms can be used while part of the 
pupils are at lunch or while assemblies are in progress. 

Scott also studied the percentage of pupil-station utilization. pe 
room contained 30 seats but only 24 were used by a class, the pup!“ 
station utilization for the room was considered to be 80 per cent dur- 
ing that period. In the 28 schools studied he found that only 90.1 pe” 
cent of the pupil stations were used during class periods.* But on 
the basis of a 2400 minute week the stations would have been usec 
only 56.7 per cent of the time. . 

It is inevitable, of course, that the percentage of room utilization 
will be higher than the percentage of pupil-station utilization, for} 
is not always possible to utilize every pupil station every hour in the 
day, even in a crowded school, However, since some schools are use‘ 
much more efficiently than others, it is incumbent on a principa 
know how to utilize the rooms or pupil stations most effectively. al 
certainly no principal who is using only 60 per cent of the pupil ai 
tions during the class periods should expect to secure addition‘ 
housing. E 

How to Increase Utilization. As indicated, one of the ways i 
which greater utilization of the plant can be effected is throvs 


lengthening the school week to 2400 minutes, or an eight-hour 98)? 

M a 

» citet 

3 R. S. Scott, "The Utilization of Building Space in Secondary Schools. ene 
in L. V. Koos, J. M. Hughes, P. W. Hatsen, and W. C. Reavis, Administerin. 


Secondary School. New York: American Book Company, 1940, pp. 5234" 
4 Ibid., p. 524. 
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instead of the 1800 provided by a six-hour day. This plan is one of the 
most common methods of increasing the use of building capacity. 
Double sessions or overlapping sessions also increase building utiliza- 
used in overcrowded elementary schools. An- 
y used is to increase the pupil-station capacity 
a few chairs in each classroom so that each 
aximum. The available seating is increased 
out jeopardizing the health of pupils, 
the load the school will 


tion, a plan frequently 
other method frequentl 
of the building by adding 
room seats its potential m 
and if it can be done with 
through overcrowding, and it usually can, 


accommodate may be materially increased. 
The principal should be guided in determining the maximum num- 


ber a classroom will accommodate by generally accepted standards 
of 900-1000 square feet of usable classroom space for an elementary- 
schoo! classroom planned for 25 to 30 children® with special provi- 
Sions in the primary grades for chalkboards and tack boards at the 
height convenient for children rather than for adults, and with toilet 
facilities and cloakrooms as additional room facilities. Such a physi- 
cal setting is necessary for the newer instructional procedures. These 
classroom facilities are recommended for high schools that practice 
the newer type of program,° but they are by no means common.* 
In some cases the rapid or unexpected growth of a community 
Will necessitate caring for a larger number of pupils than the normal 
load for which the building was planned. The studies of utilization 
tend to show that this problem should not ordinarily present in- 
Superable difficulties. But in the final analysis the number of pupils 
accommodated must not be so large as to exceed greatly the recog- 
nized legal standards established for the protection of the health 


and safety of pupils. 
In the case of overcrow' 
have resorted to a modification o 


ding in elementary schools, a few systems 
f the platoon type of organization, 


Which has made possible an increase in utilization "ds ed 
Cent in some systems. Not all types of buildings are readily a apted 


I 1 i he features essential 
rposes withou t reconstruction. I . e 
platoon purpose ithou ‘ g asiums, library, a d 


ha plitoon pian ace quse cial facilities should ac- 
rooms, for music, art, and science. The spe 
. > 
i sociation of School Administra- 


ican As: 
America th Yearbook (1949), pp. 88-93. 
„ and Stanton Leggett, Planning 
on eere hold Publishing Corporation, 1949, 


5 National Education Association, 
g'a merican School Buildings, Twenty 
~ Ibid., pp. 93-95. 
s, N- L. Englehardt, N. 
econdary School Buildings. 
Pp. 95-110, 


512 ADMINISTERING THE SCHOOL PLANT 


commodate as many pupils as can be cared for in the regular class- 


rooms. The enrollment is then divided into two platoons, which al 


ternate between the regular classrooms and the special facilities. 
In some schools the platoons are shifted only once each day; in 
others the shift is made once in the morning and once in the after- 
noon sessions. a. 
Classrooms Utilized Most Fully. Ordinarily classrooms are utilized 
more fully than are other areas of the building, such as the library, 
auditorium, gymnasiums, and the cafeteria. One way to use the 
library—and also to increase the educational value of the book col- 
lection—is to inaugurate the library-study hall plan. It is obvious 


type of physical science laboratory, without seating, not only ae 
urposes but makes the scien 


ordinarily require seven periods per week. As a result, the laboratory 
will accommodate only five classes per day, 


Playground Space may also be utilized by carefully scheduling 


T o 
The careful scheduling of intramural sports after school will ay 
help utilize the playground to maximum advantage. In some scho 
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the responsibility for scheduling and maximum utilization of the 
playground may necessarily be assumed by the principal. In a much 
lar ger number of schools the principal will be responsible only for 
Inaugurating an intramural program and for delegating the direction 
of the program to some competent instructor. Similarly, the play- 
round space may be well or poorly used. Games that require much 
Space but provide opportunity for few to participate should not be 
Permitted to monopolize the space. Care in laying out the play- 
ground will give much greater utilization than merely allowing it to 
develop as it will. Providing play space with proper drainage and an 
all-weather surface will also increase its usefulness. 


UTILIZATION OF THE SPECIAL FACILITIES 
The School Auditorium. That the auditorium is being recognized 
as a necessary unit in many schools is attested by a study of floor 
plans. The United States Office of Education ascertained in a study 
in 1989 that in over 60 per cent of the new buildings erected in cities 
of over 10,000 population and constructed with PWA aid, provision 
Was made for an auditorium or an auditorium-gymnasium. “As early 
as 1848 school buildings were constructed with classrooms and a cen- 
tral hall which was used for study purposes and was known as an 
assembly hall. The ‘assembly room’ has been replaced by the audi- 
torium for most purposes except study, although the use of the au- 
ditorium as a study hall is not unknown."5 
The National Council on Schoolhouse Construction? advises that, 
increasingly, auditoriums are included in new buildings as essential 
Units of school plants made necessary by the broadening of educa- 
tional programs and by the increased use of school buildings as com- 
unity centers. The school auditorium is generally regarded asa 
eater and is so constructed as to serve only assembly functions. 
Owever, it is possible to design an auditorium for a combination of 
Unctions, such as cafeteria, gymnasium, study hall, social room, and 
room for band and orchestra. The theater function must be sacrificed 


if combinations are attempted. ; i 3 
In smaller elementary schools the multi-purpose room has tend ed 
to replace the auditorium in many school systems. This room is ex- 


d Lee Simonson, The School Auditorium as a Theater. Bul- 
s an d 


e Alice Barrow: ion, 1939, p. 8. 
in No. 4, U.S. Office of Education. Construction, Guide for Planning School 


? National Council on Schoolhous 5 
Plants, Nashville: Peabody College, 1949, pp. 94-95. 
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pected to serve a variety of purposes, such as physical er 
band, chorus, cafeteria, dramatic and musical productions, scho 
assemblies, and a meeting place for parents and neighborhooc 
roups. . 
i If p auditorium or multi-purpose room is not utilized as en 
tively as other parts of the building, the principal should — 
examine the educational program to see that it conforms to E 
gressive thought. In all too many schools the educational p 
does not include sufficient provision for dramatics, speech classes, - 
informal musical organizations. Many of these activities can be a 
ried out to advantage in the school auditorium or the little [dicar 
either is provided. The expansion of the program to include such vi x 
creative activities fills a need in the lives of young people. ao 
the broadening of the program is to be defended on ene T 
grounds alone, it may also be mentioned that the greater use of = 
auditorium for creative activities will relieve the pressure on class 
rooms in a crowded building. sud 
That many auditoriums have not been constructed with E 
care is realized when they are opened for use. Sometimes the ur 
is so high that the spectators sitting in the front rows cannot sient sa 
persons on the stage from the knees down. In others the een’ 
insufficient pitch so that it is difficult to see the stage. Other auc 2 
riums have a large number of side seats from which less than half 
stage can be seen, "m. 
Uses of the Auditorium. The weekly assembly, a vital part "e 
school activities, is almost impossible without an auditorium. S 
matic productions, planned for the public and for school groups: a 
increasing both in frequency and in quality. Instrumental and pct 
musical programs are frequently provided in many communi emi 
both for enjoyment and for the interpretation of the schools to 
public. ply 
The value of the school auditorium will be enhanced and pai 
programs thereby improved if a small pipe organ can be ac 
The new electric organs are not particularly expensive and 2 ing 
pletely satisfactory. Such facilities offer the possibility of za ae 
suitable music during the entrance and exit of the assembled g" 
and do much to provide a receptive audience situation. tudy 
In overcrowded buildings the auditorium may be used as a $7, ". 


jt has 
hall, although its use for this purpose is not satisfactory when ! 
only opera chairs. 
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Size and Location of Auditorium. How large a group of people a 
school auditorium should accommodate is a question to which no 
categorical answer can be given. The seating capacity must depend 
on its functions. If it is to be used by the community, and such use is 
desirable, it must in all probability be much larger than if it is in- 
tended for school purposes only. Certainly it should seat at least one 
half of the maximum school enrollment if it is to be used chiefly by 
the school. This size should not prove to be too small; assemblies for 
pupils of different age groups may be held just as effectively as for 
the entire student body—and perhaps more so. Many school audito- 
riums will seat the entire enrollment. In this case the principal need 
be concerned only with effective use of the available space. 

Concerning the location of the auditorium a much more positive 
answer can be given. It is generally agreed that the auditorium 
should be located on the ground floor. It should be accessible from 
both the street and the classrooms. mE 

It is also generally agreed that a separate auditorium is to be pre- 
ferred to a combined auditorium-gymnasium. The latter, however, 
has been considered necessary in small schools. In the study con- 
ducted by the Office of Education it was shown that if auditoriums 
are constructed to seat one-third or one-half of the maximum capac- 
the total enrollment, it is then possible 
to construct a separate auditorium and a separate gymnasium, the 
total cubage of which is likely to be less than that of a nee 
auditorium-gymnasium.' Since cost is determined largely F Tan 
these findings remove the last argument for Verrem: B = 
rium-gymnasium. If a large gymnasium is needed to accommodate 


basketball crowds, it may be necessary to omit the auditorium. But 
it should be recognized that the gymnasium will not serve satisfac- 
torily as an auditorium. If a large auditorium a —— it 
Wil gie prove practicable to have a small one of the little theater 
type. itorium. If a school auditorium is 

Requisites of a Good School Auditorium. ! a a ah E 
to be satisfactory, it must have good acoustics. - : “a e i : 
fora speaker to be heard clearly in every am : he m € ed 
Strain on the speaker or the listeners. Al ni sone oa : 

cannot always be determined in advance, it is qi e wn se B 8 
) ause an echo and result in poor 


blank walls opposite ea 


ity of the school, instead of 


ch other will c 


10B d Simonson, The School Auditorium as a Theater, p. 35. 
arrows an , 
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acoustics. Breaking the walls with recesses, windows, or other archi- 
tectural features will help to overcome the difficulty indicated. Wall 
hangings, special plaster, sound-absorbent ceilings, window drapes, 
and carpeting in the aisles will improve the acoustics and also the 
appearance of the auditorium. l 

Ordinarily the school auditorium is satisfactory from an aesthetic 
point of view. The gravest defects are likely to be found in the con 
struction of the stage. For example, in the U.S. Office of Education 
study cited, it was found that of 30 elementary schools, none met 
the criteria for an adequate stage. In general, the same faults were 
found in high school stages.1! The stage frequently does not have 
sufficient off-stage space, adequate stage height, or width in the 
proscenium arch.'* Often, too, the floor of the stage is made of hard 
wood so that pegs or floor screws cannot be driven into it without 
difficulty. The most recent standards available indicate that the fu- 
ture school auditoriums will be adequate both as places of beauty 
and as instructional units.!? 

Every auditorium needs a speaker's stand, a chair for the presiding 
officer, and a number of armchairs in harmony with the other fur- 
nishings of the auditorium. Just how much scenery a school theater 
should possess cannot be answered categorically. There is an unmis- 
takable trend to furnish the school theater with a cyclorama set, a” 
there is a feeling on the part of many school principals and teachers 
that students engaged in dramatics should receive some experience 
in preparing stage scenery. 

School theaters are frequently inadequate because the lighting fa- 
cilities are not flexible. A good switchboard having adequate p 
visions for dimming all or any set of lights as desired is necessary: 
Floodlights and spotlights are also very important and are usually 
inadequately supplied. In addition, the auditorium should posses? 
audio-visual equipment. The use of sound films for both instructio 
and entertainment will undoubtedly increase rapidly in the near " 


11 Ibid., p. 24. 


1? For proper standards for a school theater see C. W. Ebey, “The planning 
of the School Stage,” American School and University, Vol. XI (1939), 304-5 iy 
also E. C. Mabie, “Planning the Fine Arts Plant for Co-ordination and Flexibi 5 
T 2 e School Theatre," American School and University, Vol. XVII (1999^ 

13 National Education Association, American School Buildings, pp- 114-118; 


Es N. L. Englehardt and others, Planning Secondary School Buildings, PP: HK 


ADMINISTERING THE SCHOOL PLANT 517 


ture. If possible, a booth large enough for two projectors should be 


i jiector is owned. 
xrovided, even though only one projec b. 
i Good sight lines are imperative in a theater. Ordinarily a rectangu- 
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lar theater with the narrow end of the rectangle facing the stage will 
provide better sight lines than the square type of school theater. The 
floor must be sufficiently pitched to make the stage clearly visible. 

If the auditorium is to be used by adult groups or for public per- 
formances, a box office should be provided. Collapsible metal gates 
which can be recessed in the walls when not in use are desirable so 
that the auditorium may be shut off from the rest of the ae 
Separate toilet facilities, entrance, heating, and ventilating are ¢ e- 
sirable so that the auditorium may be used for evening functions 
without opening the rest of the building." . 

That the foregoing standards are not unduly difficult of achieve- 
ment is attested by the fact that many schools now meet or surpass 
them. For those schools that have not yet incorporated them into their 
theaters or auditoriums, the suggestions provide desirable goals to be 
striven for. 

An example of an unusually adequate school auditorium is to be 
found in the Shorewood, Wisconsin, High School. The first-floor plan 
is reproduced in Figure 98. The auditorium, which seats 1,300, has a 
main floor capacity of 785. The orchestra pit will accommodate » 
school band or orchestra of 60 members. The proscenium arch is 36 x 
24 feet. The off-stage space is equal to the proscenium opening. The 
stage depth is 32 feet; the gridiron is 52 feet above the stage floor- 
Adequate storage space is provided for lights, scenery, and costumes: 
There are adequate make-up rooms, space for making scenery, - 
provision for flexible lighting equipment. Not every school can affor 
or would need the elaborate provisions, including a little theater, that 
are found at Shorewood. Schools planning the construction of à 
school auditorium would do well to check their plans with the stant" 
ards indicated in this chapter as a means of averting disappointing 
results. f 

The Lunch Room. If there are several periods, they are usually ^ 
about thirty minutes’ duration. The administration of these perio à 
does not offer any particular problem, since there is little time rema 
ing in the period after the children have eaten. In schools where me 
lunch period is an hour or more in length, the problem of administe © 
ing it frequently taxes the ingenuity of the principal. Some schoo 
that have sound equipment use noon movies in the auditoriu™ 


14 Englehardt and others, op. cit., pp. 114-120. 
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very good effect. In a forty-minute period, for example, 20 minutes 
may be allowed for lunch and 20 minutes for sound films. Such pro- 
grams are sponsored successfully by student councils. Other schools, 
particularly large ones, provide social rooms where dancing is per- 
mitted and recreation rooms fitted up with table tennis or provisions 
for other games. Boys' clubs and girls' clubs furnish places for pupils 
to read, listen to the radio, or relax with friends. A few schools with 
relatively long periods and a considerable proportion of the popula- 
tion remaining for lunch provide tournaments, such as checkers or 
table tennis. 

The arrangement of lunch-hour activities can be dealt with success- 
fully by the student council. The activity fulfills the requirements ofa 
good project for the council: (1) it presents a real problem which can 
be solved by pupils, and (2) it gives pupils some responsibility for the 
management of affairs closely related to extracurricular activities. 
The evidence available indicates that considerable use has been made 
by students of that part of the lunch period not needed for eating, It 
is not advocated that pupils be required to participate in any specific 
activity during the lunch period but that a variety of activities be 


provided. 
Other Uses of the Cafeteria. It is not uncommon to use the cafe- 
teria as a study hall in overcrowded buildings. If satisfactory, there is 


no reason why these facilities should not be so used. Ordinarily the 
cafeteria provides better study hall provisions than does the audito- 
rium because it is equipped with tables. The utilization of the cafe- 
teria over and above its use as a study hall will be determined by the 
percentage of the school population that may be served at one time. 
If a cafeteria is used by three groups of pupils at luncheon, it will 
obviously have a greater percentage of utilization than if it is used 


or o 
ri a use the cafeteria for a study hall, for auditorium pur- 
Poses, and for the rehearsals of musical groups such as the school band 
or chorus. A discussion of the management of the cafeteria is included 

i 
i e ema have found it necessary to utilize the cafeteria 
as a youth center. Where this is done, it is imperative that facilities be 
es and portable equipment. A small 


i king food suppli A ] high 
dacs bar uy Bence, of portable type if desired, within the 


dining hall proper. In such cases it would be well to have the cafe- 
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teria open to the outside of the building and provision made to close 
it off from the building proper. 

The Gymnasium. If the utilization of the gymnasium is low, one of 
several conditions may be responsible. In a few communities, local 
pride may have provided facilities of such magnitude that they can- 
not be fully utilized. But in a far larger number of cases, low utiliza- 
tion of the gymnasium represents careless educational planning. For 
example, in secondary schools it is by no means uncommon to find 
that physical education opportunities are not provided for the upper 
grades even when gymnasium, pool, or playground is idle for long 
periods of time daily. In other cases, the classes in physical education 
are made unnecessarily large and the plant is not utilized as exten- 
sively as possible. The alternative is to provide a greater number of 
classes. It is true, of course, that the latter two methods of increasing 
the use of the gymnasium imply increased expenditures for instruc- 
tors unless the present staff has an unusually light load. Such increases 


should be justified on the basis of the values inherent in the program 
discussed in Chapter 11. 


GUARDING AGAINST BUILDING HAZARDS 
Conditions that may prove dangerous to the health or safety of 
children must be detected and reported to the proper authorities im- 
mediately. The condition of the fire escapes, the fire-alarm system, anc 
the fire extinguishers requires periodic inspection. Likewise, waste 
material must not be allowed to accumulate in such manner that fire 
hazards are increased. In old buildings with wooden stairs it is pa^ 
ticularly important not to store wooden cases, paper towels, or any 
other combustible material under the stairways. These safety meas” 
ures can most easily be observed by working in co-operation with the 
custodian rather than by ordering him to do or not to do certai? 
things. A few moments spent in explaining to the custodian how fire 
hazards may be prevented will ordinarily prove more effective than 

numerous printed regulations prepared for his guidance. 

Defective stairs or floors constitute safety hazards that must be re- 
ported or cared for promptly. Close co-operation between the CU*. 
todian and the principal should result in the speedy detection an 
prompt repair of safety hazards. Health hazards, such as unsanitary 
drinking fountains and toilets, or an insufficient number of eithe® 
should be reported promptly. Likewise, defects in the heating syste™ 


— vj 
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which may impair both health and safety should be discovered and 
reported. If better lighting is desirable or necessary in some of or all 
the classrooms, or if the ventilation is unsatisfactory, the matter 
should be reported to the central office, since the readjustments are 
more extensive than can ordinarily be cared for by the custodial staff 
in the local school. Again it is emphasized that close co-operation be- 
tween the principal and the custodian will relieve the principal of 
much, but not all, routine inspection of the building and will result 


in better maintenance. 
ADMINISTERING SERVICE FACILITIES 

The toilet facilities in a school should be adequate in number and 
properly cared for. The standards in secondary schools are separate 
toilet rooms for boys and girls located at opposite ends of the corridor 
on each floor and of easy access from all classrooms, auditorium, and 
gymnasium, Basement toilet rooms, inadequately lighted and often in 
unsatisfactory or unsanitary condition, are not approved in modern 
buildings. 

Kindergarten rooms generally have toilet facilities connected di- 
rectly with the room and of a size suitable for the age group. Recently 


there has been noted a tendency to provide toilet facilities in the 


rooms for lower grades as well. 


Toilet rooms should be screened from the corridor, well lighted, 


and independently ventilated in such manner that they are com- 
pletely free from odor. Such rooms should also be provided with book 
racks and equipped with frosted glass so that they are screened from 
the yard, court, or any room in the building. Toilet rooms ordinarily 
have terrazzo or moisture-proof concrete floors which are conducive 
to easy washing. Well-kept toilet rooms, frequently washed or 
scrubbed, do not require highly-perfumed deodorants. me 

t for each 60 boys, one urinal for 


Desirable standards are one sea ich 6 
each 30 boys, and one seat for each 30 girls.!? Lavatories should be 
t the building in toilet rooms, shops, home eco- 


provided throughou s lang 

nomics rooms, shower rooms, rest rooms, clinics, and custodians 
m E : 

quarters. An acceptable standard is one wash bowl with hot and cold 


runni ter for each 50 upils.!* 
"i Seca 4 : ded though it need not be above 


Mirror space should also be provi 


15 See National Education Association, American School Buildings, p. 163. 


16 Ibid., p. 163. 
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the wash bowls where its maximum use is hindered. Wash bowls and 
water closets should be of different heights for elementary and sec- 
ondary school pupils. Standard equipment based on anthropometric 
measurements is available from the better manufacturers. 

Toilet rooms should be inspected regularly for obscene pictures or 
writing, and such defacements should be removed promptly. The 
building up of morale and tradition against such practices through 
group guidance will be helpful, but in no school can inspection and 
obliteration be neglected entirely. The inspection of toilet rooms by 
the principal while at peak load during recess periods, when classes 
are passing, or during lunch period will also have a salutary effect. 

Drinking fountains should be provided for each 75 pupils.” In 
addition, there should be a fountain in elementary classrooms. All 
fountains should be of the type in which the stream issues from the 
side of the bowl so that pupils’ lips do not come into direct contact 
with the fountain. This type of fountain is more sanitary than the ver 
tical bubbler and is generally prescribed for new constructions. Regu- 
lar inspection will show which fountains are in proper condition; 
those which are not should be repaired or replaced. 

Caring for Proper Illumination. Principals ordinarily are not r°- 
sponsible for the installation of the lighting fixtures in the school but 
they do have a responsibility to see that the facilities available are 
properly used. Light should ordinarily come over the pupil's left 
shoulder so that the right-handed pupil does not shade his work. Seat- 
ing for left-handed children may be arranged so that their written 
work will not be shadowed, yet in such a way that the pupil need not 
face the light directly. For most classrooms northern, eastern, a” 
western exposures are preferred over the southern, although the latte” 
cannot be avoided entirely. Rooms with southern exposures offer the 
greatest difficulty, although rooms on the east and west present sim 
lar problems during the portion of the day during which they Y€* 
ceive the direct rays of the sun. 

Glare should be avoided and can usually be cared for by a judicious 
use of window shades. The shades now accepted as most satisfactory 
are draw drapes or shades that are attached at the center of the ca5€" 
ment and which may be drawn toward the top and bottom of the 
window as is necessary. Direct rays from the sun are thus prevente 


17 Ibid., p. 164. 
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from striking any pupil, yet light is allowed to enter the room be- 
tween the top and bottom of the shade and the frame of the window. 
In some schools, particularly in rooms having a problem of glare, 
Venetian blinds are being installed. Since rooms which present prob- 
lems in lighting because of their location cannot be avoided entirely, 
it may be necessary to give special attention to these rooms. Movable 
equipment so that pupils may be seated in semicircular or quadrant 


fashion will not only help in solving the lighting problem but will aid 


in developing the informal character so much to be desired in modern 
8 


classroom procedure. 
Artificial lighting is necessary for all rooms at certain times. In 

p t 

be necessary to measure the lighting of the school 


some cases it may 
) 
t meets the accepted standards, 


in foot-candles to see whether or not i 
especially in industrial areas. 

When artificial lighting is to be installed in classrooms, the fixtures 
should be of the semi-direct, semi-indirect, or indirect type. The most 
recent plan for insuring proper illumination on dark days or in dark 
rooms is to install a photo-electric cell which automatically turns on 
al illumination falls below a certain designated 
Vhen the natural illumination reaches suffi- 
cient intensity the photoelectric cell automatically turns off the lights. 

Formerly school lighting was measured in foot-candles. While foot- 
candles are still measured, it is considered equally important to have 
balanced brightness in the room as well, so that the ratio between 


the lightest object and the darkest object in a student's field of vision 
ler to maintain the brightness balance 


is not more than 50 to 1. In orc ne 
ve light-colored walls, ceilings, desk tops and 


the lights when natur 
number of foot-candles. \ 


it is necessary to ha ! 
floors, Thus light ceilings that reflect up to 85 per cent of the light, 
upper walls that reflect 65 per cent and floors and equipment that re- 
lect 30 to 40 per cent are rapidly replacing duller finishes. In new 
Schools, chalkboards reflecting 20 to 30 per cent are being installed. 
New construction, especiall z on the Pacific Coast, provides bi-lateral 

hat the entire room is well lighted. There 


or multi-lateral lighting so t > 
probably is no other standard in the school construction that has 


undergone such radical change as has lighting. In summarizing, 
Hamon says, "It is considered by the Council [on Schoolhouse Con- 
be > 


struction] that from 20 to 40 foot-candles in a balanced-brightness 
environment provide satisfactory lights for tasks common to school- 
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rooms."5 There is a definite trend toward better artificial illumina- 
tion, with fluorescent lights being designated for many new construc- 
tion and remodeling contracts. . 

Ventilation of School Buildings. Ordinarily the supervi: ion of ven 
tilation is not a perplexing problem, yet it is one on which the pounce 
pal needs to be informed because of its relation to school comfort and 
efficiency. The commonly accepted standard for circulation of air in 
school buildings, often written into the school code, has been 30 cubic 
feet of fresh air per minute for each pupil. However, recent research 
has indicated that so great a movement is unnecessary. New York 
accepts a minimum of 10 cubic feet per minute per occupant and 
Specifies that the velocity of the air shall not exceed 25 feet per minute 
in zones of occupancy." The three fundamentals of comfortable and 
Satisfactory schoo'room ventilation are temperature, humidity, and 
air movement. Efforts have been made to pass legislation requiring 
Proper movement of air in classrooms. The movement of air is closely 
related to comfort and intimately related to temperature and hu- 
midity, 

Air movement is provided principally in two ways: (1) gravity sys- 
tems, and (2) forced ventilation. In the gravity system, air is admitte 
through the windows over slanting window boards and is tempered 
by radiation, Exhaust ducts are provided so that the air entering 
through the windows moves out by gravity. In the forced ventilating 
system, whether unit system or central-fan system, the air is usually 
forced into the room by fans and then seeks the vents which have 
been constructed for its exit, 

Recently there has been a trend to install “unit” ventilators, 2 
modern variant of the gravity system, because they are generally sat- 
isfactory and easy to install. ` i 

Little interest is manifested in continuing research into the ete 
ority of one system or the other. For most principals the problem W! 
be one of ascertaining that the system installed in the building !5 


working satisfactorily, As long as the fans installed in a forced-venti 
1 
a 
18 R. L. Hamon, “Guide for Building School Plants,” American School ang 
Wniversity, Vol. XIX (1947), 42. See ake C Te Gibson, “School Plant Lighting, 
Review of Educational Research, Vol. XV, No. 1 (February 1945), 41-50; No 1 
Seagers, “School Lighting,” Review of Educational Research, Vol. XVIIL, NO: 
(February 1948), 32-36; American School Buildings, pp. 217-228. m m 
19 See T. O, Friswold, "Heating, Ventilation, and Sanitary Facilities,” Re? 
of Educational Research, Vo], XVIII, No. 1 (February 1948), 37-43. 
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lation system are operating properly, or the window-gravity venti- 
lation is allowed to function, no particular problems are likely to 
appear. Complaint of drafts under either system will necessitate in- 
vestigation. The draft may be apparent because of low relative hu- 
midity, 

Temperature and Humidity. The temperature usually recom- 
mended for classrooms is 68° to 72° Fahrenheit; for cloakrooms, toilet 
rooms, and corridors, 66° to 70°; and for gymnasiums, 60° to 65°. If, 
for some reason, the temperature falls below 60° in a school for any 
length of time it is usually necessary to dismiss classes. The tempera- 
ture recommended for shower rooms is 76° to 80°.?° Swimming pools 
are usually kept at a relatively high temperature to prevent discom- 
fort to pupils when they emerge from the water. Air temperatures of 
80° to 86° are probably most satisfactory in the swimming pool area. 

The relative humidity of the air in the building has a decided effect 
on the comfort of the temperature. When air is heated, as it must be 
in most schools for several months in the year, the relative humidity is 
lowered, If moisture is not added to the air as it is heated, the evapo- 
ration of moisture from the skin is more rapid and the air seems 
colder than it would if it had a higher relative humidity, For a room 
temperature of 70° the relative humidity should be from 40 to 60 per 
cent. The reason why teachers and pupils sometimes complain that 
the rooms are cold is more likely to be low relative humidity than low 
temperature. -— : "mV 

It may be desirable for the principal to furnish teachers with in- 
formation about the relation between temperature and relative hu- 
midity with respect to comfort. Teachers should then be requested to 
Teport conditions that seem uncomfortable. If the temperature is 
Satisfactory, a study of the relative humidity can easily be made. Or- 
dinarily the control of temperature and humidity does not present a 
difficult problem, but it is a matter about which the principal should 
h ing knowledge. 

pee e g erue has been given to radiant or panel heat- 
ing by which the heat is carried in pipes embedded in aie ete floor 
often covered with asphalt tile. Thus radiators are e iminated and 
floors are always comfortable and warm. Radiant heating is becoming 
Standard practice in school systems on the Pacific Coast and appears 


20 American School Buildings, p. 147. 
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to be gaining headway in more rigorous climates, The advantages 
claimed for radiant heating are warmer floors, greater cleanliness, 
lower under-ceiling temperatures, elimination of drafts, reduced 
fuel consumption, and better utilization of floor space. 

Control of Air-Borne Infection. In the opinion of many competent 
persons interested in prevention of disease, the control of air-borne 
infection will prove just as important as the control of bacteria in milk 
and water supplies. To date, final answers have not been secured, and 
even though the research findings are indicative rather than conclu- 
sive, it appears that ultraviolet radiation, dust suppression, and the 
use of germicidal vapors are promising areas for development. Should 
research demonstrate the validity of the claims made as the result of 
the studies begun by the armed services, mankind will be the bene- 
ficiary. 

Fire Drills. In many states, fire drills are a legal obligation and 
must be held regularly. In all schools, even those rated “absolutely 
fireproof,” it is both necessary and desirable to conduct such drills. 
Whatever procedure is worked out for emptying the building, fe 
rules should be plainly posted in every room and discussed with the 
pupils, Generally it is desirable to make duplicate copies of the plan 
for emptying the building, showing exactly where pupils in each 
room are to go, and to furnish a copy to each teacher. This must not 
be interpreted to mean that there should be only one plan for empty- 
ather, there should be several alternatives which 
nding on which stairways are theoretically 
blocked for the Purpose of the drill, The point to be emphasize® 
however, is that the alternatives should be discussed at such length 
with the pupils that each one knows exactly what he is to do under 
any given conditions, Provision should be made for removal of the 
pupils quickly, but without running. If there is a crippled or handi- 
capped child in any room, or if there are separate rooms in the build- 
ing for the handicapped, special arrangements must be worked ou 
so that these individuals are cared for promptly and effectively- Ordi- 
narily, because of the time involved, no provisions are made to 1€ 
move clothing, books, or other equipment, à 

For the first fire drills it may be advisable to notify both pupils a" 
teachers so that everyone is prepared. Later, drills will take place or 
garding which only the principal and the engineer are informed. In 
certain cases the local fire department may be invited to sound the 
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alarm for a fire drill at a time unknown to anyone in the school in 
order to judge its effectiveness and to offer suggestions for its im- 
provement. The main purpose of the fire drill is not speed but empty- 
ing the building promptly and safely. Ordinarily it should be possible 
to accomplish this purpose in from three to five minutes. 

Schools having auditoriums should plan evacuation procedures 
for the time when pupils are assembled there. There should be pre- 
liminary announcement of such a drill in order that pupils may not 
become frightened. Many schools overlook the possibility of a fire in 
the auditorium proper, yet it would present the greatest hazard in 
case of a fire. Advanced planning will reduce this danger. 

Care of Fire Extinguishers. Fire extinguishers should be provided 
às required by law or city ordinance. The principal has the responsi- 
bility of seeing that instructions for use are provided and that the ex- 
tinguishers are in working order. If this requires that the extinguish- 
ers be recharged regularly, the principal must see that the custodial 
staff makes the proper replacement. Regular but infrequent trial of 
the equipment is essential. Both teachers and pupils should be in- 
structed regarding the use of such equipment. 

Care of Floors. Hard maple flooring has generally been conceded 
to be the best type of wood for classroom floors because of ats wearing 
qualities. Treating wood floors with mineral oil z pesing fr e use " 
favor of penetrating preservatives which seal e E ^ e = 
also a belief on the part of some that treated or qus E f oor s hou 
be scrubbed sparingly. The sweeping of the floors ^ Wie c m 
Whether a vacuum system is provided. Either mechanical or han 


isfactory results. 
sWeeping can produce satisfactory resu , ; 
The ida of asphalt tile or linoleum block floors installed over 


concrete is a relatively simple matter, and such floors are increasingly 
common, Sweeping daily suffices with the addition of regular scrub 


; - iday time. 
bing and waxing at holiday i floor occasions more diffi- 
Ordinarily the care of the gymnasium lf f child 
culty than any other. The gymnasium Is provided for use of children, 


Hovy it is inadvisable to allow pupils enrolled in physical educa- 
vever, it is inadvis in the gymnasium because of possible 


tion classes to use street shoes i S 
injury both to the child and is tiie foon pde ML 
object to the use of the gymnasium — - ‘ E Be i a r 
damages the floor. Usually it is necessary ie Wu ü iata dias 
to make it sufficiently smooth for dancing. bu E 
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persons interested in prevention of disease, the control of air-borne 
infection will prove just as important as the control of bacteria in milk 
and water supplies. To date, final answers have not been secured, and 
even though the research findings are indicative rather than conclu- 
sive, it appears that ultraviolet radiation, dust suppression, and the 
use of germicidal vapors are promising areas for development. Should 
research demonstrate the validity of the claims made as the result of 
the studies begun by the armed services, mankind will be the bene- 
ficiary. 

Fire Drills. In many states, fire drills are a legal obligation and 
must be held regularly. In all schools, even those rated “absolutely 
fireproof,” it is both necessary and desirable to conduct such drills. 
Whatever procedure is worked out for emptying the building, the 
rules should be plainly posted in every room and discussed with the 
pupils. Generally it is desirable to make duplicate copies of the plan 
for emptying the building, showing exactly where pupils in each 
room are to go, and to furnish a copy to each teacher. This must not 
be interpreted to mean that there should be only one plan for empty- 
ing the building. Rather, there should be several alternatives whic? 
are to be employed, depending on which stairways are theoretically 
blocked for the purpose of the drill, The point to be emphasize 
however, is that the alternatives should be discussed at such Jength 
with the pupils that each one knows exactly what he is to do un pr 
any given conditions. Provision should be made for removal of the 
pupils quickly, but without running. If there is a crippled or handi- 
capped child in any room, or if there are separate rooms in the build- 
ing for the handicapped, special arrangements must be worked out 
so that these individuals are cared for promptly and effectively. OF = 
narily, because of the time involved, no provisions are made to 19 
move clothing, books, or other equipment. d 

For the first fire drills it may be advisable to notify both pupils an 
teachers so that everyone is prepared. Later, drills will take place re 
garding which only the principal and the engineer are informe": I 
certain cases the local fire department may be invited to soun 
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for the time when pupils are assembled there. There should be pre- 
liminary announcement of such a drill in order that pupils may not 
become frightened. Many schools overlook the possibility of a fire in 
the auditorium proper, yet it would present the greatest hazard in 
case of a fire. Advanced planning will reduce this danger. 

Care of Fire Extinguishers. Fire extinguishers should be provided 
as required by law or city ordinance. The principal has the responsi- 
bility of seeing that instructions for use are provided and that the ex- 
tinguishers are in working order. If this requires that the extinguish- 
ers be recharged regularly, the principal must see that the custodial 
staff makes the proper replacement. Regular but infrequent trial of 
the equipment is essential. Both teachers and pupils should be in- 
structed regarding the use of such equipment. 

Care of Floors. Hard maple flooring has generally been conceded 
to be the best type of wood for classroom floors because of its wearing 
qualities. Treating wood floors with mineral oil is passing from use in 
favor of penetrating preservatives which seal the surface. There is 

ated or varnished floors should 


also a belief on the part of some that tre: à ; 
bo scrabbed sparingly. The sweeping of the floors is dependent on 
whether a vacuum system is provided. Either mechanical or hand 


sweeping can produce satisfactory results. l 
The care of asphalt tile or linoleum block floors installed over 
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concrete is a relatively simple matter, and such floors are = easingly 
common, Sweeping daily suffices with the addition of regular scrub- 
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matter to remove the wax with a serubbing machine and to leave the 
floor just as suitable for basketball as it was before. Certainly any 
principal who believes that the gymnasium is provided for the use of 
all the pupils cannot allow the floor to be reserved for one purpose 
only until there is more evidence that multip'e use of the gymnasium 
floor is decidedly destructive. Even so, it would be better to replace a 
floor occasionally than to prolong its life at the sacrifice of worthy 
school functions. 

Plant Defacement. The principal is responsible for protecting the 
building from undue damage caused by defacement or breakage of 
school property. For example, the city of Chicago reported several 
years ago an annual expenditure of between $150,000 and $200,000 
for the replacement of windows broken chiefly by malicious persons 
bent on wanton destruction. Some communities have reduced the 
size of the annual bill for the wanton destruction of school property 
by the co-operative efforts of teachers and principals. Through in- 
struction in the grade rooms or through group guidance in the home- 
room, pride in the school can be built up to the point where pupils 
will not readily deface property. In some communities, as We have 
seen, the schools sponsor Hallowe'en parties or programs which are 
entered into enthusiastically by the pupils. As a result there is usually 
a marked reduction in destruction of both school and private property 
in these communities at the time of year when it is likely to be most 
prevalent. 

Enlisting the co-operation of pupils in beautifying or landscaping 
the grounds not only will pay dividends in an improved appearance 
of the school and a smaller repair bill but will also be likely to secure 
better co-operation between pupils and teachers in other school u- 
dertakings. In addition to obtaining the aid of pupils, the support 9 
adults can be enlisted through parent-teacher organizations, the serv" 
ice clubs in the local community, and the like. The principal who 
approaches such adult groups can be sure of hearty co-operation an 
enthusiastic support; but, unless the principal, or someone else in the 
school, takes the initiative in interesting both adults and pupils int G 
improvement of the local school plant, it is unlikely that anything 
constructive will be done. 

Traffic in the Building. In most buildings space has been —" 
mized so that pupils must observe the normal convention of keeping 
to the right as they pass from one room to another. In some large ° 
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overcrowded buildings it may be necessary to designate certain stair- 
ways for one-way traffic up or down. Frequently in large schools it 
is desirable to have a traffic squad stationed at strategic places in the 
halls and on the landings of stairways during the peak loads. The 
day when formal "lines" were used in passing from one room to an- 
other or when talking was prohibited is fortunately past in all except 
a few schools. Pupils may pass in groups, talk to their friends, and 
relax as they pass from one room to another. The principal who tries 
to prevent a reasonable or normal amount of socialization among the 
pupils misunderstands adolescent nature. He would do far better to 
allow full privilege to those who do not abuse it, and to build up 
morale through assemblies and group guidance. The apparent neces- 
sity for assigning teachers to stations in the hall in some schools will 
disappear if attention is directed toward building up desirable mo- 
rale. Individual treatment should be reserved for special cases of 
rowdyism which may occur occasionally even in schools where mo- 


rale is of the best. 


Supervision of Automobiles and Bicycles. Unless provision is made 


for adequate care of automobiles or bicycles, difficulties will occur 
Which are unpleasant and usually unnecessary. Bicycles can best be 
cared for in appropriate racks located in basement rooms or ata point 
Of easy access to pupils outside the building. In either case pupils 
should be cautioned to lock their bicycles to prevent theft either 
within or without the school. The theft of a bicycle locked in a bi- 
cycle rack is impossible without cutting the chain; the theft of a bi- 
Cycle outside a rack is much simpler because the bicycle and lock 
may both be taken. Bicycle racks furnish support and prevent injury 
to the bicycles as well as providing adequate parking with a mini- 
m 

de ile E The problems of automobile driving are sure 


ils reach or exceed the mini- 
t 4 hool where pupils reac 
dim memi onn itted. These problems will tend to 


m shi iving is perm 
eoe, ud. x ie r rini the pu Sape They range ais 
stolen automobiles, through unauthorized T o; eem B o 
cutting study hall or class for joy riding. n tee ion Ern E» pis 
particularly during the lunch period, are y^ " sea eds ri 
The practice of forbidding parking m pi ble of tardi 
ems of tardiness be- 


;ates the pro 
my i issue and aggravates © I ! 
mii or toda" When parking near the school is forbid- 
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den, cars will be parked in alleys and in front of residence property, 
practices which will soon result in outside complaints. The best solu- 
tion is to provide parking space, either at the curbs adjoining or ™ 
special parking lots adjacent to the school. In either case the spaces 
for parking cars should be marked and numbered so that a space may 
be easily identified. 

Examples of adequate, well-cared-for, thoroughly protected, and 
well-supervised parking space are provided by the Evanston Town- 
ship and the New Trier Township High Schools in Illinois. An all- 
weather surface, such as cinders; fencing around the field, of the 
chain-link type; traffic regulations, such as one-way traffic, which 
prevent congestion at the exit; and some form of supervision may be 
expected in the best-organized parking lots. Supervision discourages 
theft and practically eliminates the other problems of cutting, which 
are inevitable if large numbers of automobiles are parked without 
supervision. Such supervision may be the responsibility of either the 
student council or the custodial staff. 

Each automobile should be registered in the school offices such 
registration should include the state license number and the loca 
license, too, if one is required, as well as the make and model of the 
car. Some schools require a written statement from the home ap- 
proving the pupil's driving; others require evidence that the pup! 
possesses a driver's license. 

In a growing number of schools the lunch hour is very short, 5° 
that the pupils are expected to remain in the building for lunch gos 
are not permitted to remove cars from the parking space until the 
end of the regular session without special permission. Curtailing the 
use of cars during the lunch hour will do much to reduce the number 
of cases of reckless driving and the possibility of accidents which 
may result from pupils’ crowding in a car or riding on the running 
board. Such curtailment is much to be desired from the standpoint 
of safety and is usually warmly endorsed by parents. 

Problems Created by Location of the Plant. In rural areas and t 
some urban areas the school plant is so located that many pupils mus 
come by publie carrier, school bus, or private automobile. The P¥° 
lems of transportation must be handled as efficiently as possi E 
Parking of private cars has already been discussed. The problem 2 
pupils who arrive by public carrier is to see that safety zones ave pr 
vided for loading and unloading and that bus drivers observe the 


jn 
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rules of the central office relative to safety and comfort of pupils. In 
settled areas there is also the responsibility of seeing that 
home before darkness or that children are dismissed so 
an be accomplished before a storm. 
which are created by distractions in the 
f industrial establishments and arterial 
may be possible to reduce the dis- 
turbance by co-operation with the industrial establishment. Far 
more frequently it will be necessary to build up a spirit within the 
school to ignore distraction in so far as possible—and to keep the 
windows closed as much as possible. 
In all schools it will be necessary to deal with the complaints of 
householders. Some of the complaints will be trivial, such as tres- 
s, while others will be serious. The best remedy is to 
that youth do not trespass on lawns or per- 
form the petty but thoughtless nuisances which infuriate certain 
types of adults. For more serious reports the principal can only prom- 
ise an investigation. Here, again, the building of public opinion 


within the school will prove an advantageous procedure. 


ADMINISTRATION 


The Personnel of the Custodial St 
and maintenance of the plant depends largely on the type of custo- 
and the pre- or in-service training which 


dial personnel employed à 
it has received. In an unpublished study made by a group of prin- 
cipals, in Chicago and its suburbs, of the training of custodians em- 
ployed in the schools represented by these principals, it was found 
that 87 per cent were men and 13 per cent were women. The use of 

p anitorial work, such as 


Women custodians to do much of the lighter j x = 
dusting, care of rest rooms, and cleaning blackboards, has much to 
, CF 


recommend it. The proper care of toilet rooms for gn during 
day is much more easily secured if some members of the oy = 

staff are women. The schools employing women mi ies sta. 
are well pleased with their services and would find it dicu t to op- 
erg i , without them. . 
Fes mud custodians in the study cited had only an 
twenty had technical 


j t one in 
elementary school education and abou : B 
chool edu s 
training ih Idition very few had received any special or systematic 
g n add 


i A tunately, training on the job is 
training after appointment. Unfortunately: g j 


sparsely 
Luses reach 
that delivery c 

There are problems, too, 
vicinity, such as the noise o 
highways. In individual cases itr 


passing on lawn 
build up school spirit so 


OF CUSTODIAL SERVICES 
aff. The efficiency of operation 


532 ADMINISTERING THE SCHOOL PLANT 


likely to be incidental, if not accidental, unless systematic courses are 
provided. The pioneering work in training custodians was accom- 
plished in the public schools of Minneapolis. As a result of this suc- 
cessful venture in providing training schools for janitors and custo- 
dians the practice has spread widely. 

The necessity for training becomes more apparent when considera- 
tion is given to the occupations from which the custodians are 
recruited. In the unpublished study referred to, the previous occupa- 
tions of the custodians had been laborer, housewife, fireman, farmer, 
and engineer. Only two of these occupations furnish even rudimen- 
tary training for the tasks required in engineering; none of them 
guarantees any competency in school housekeeping. If trained per- 
sonnel cannot be secured, it is incumbent on the principal to know 
proper housekeeping standards and engineering practices for public 
schools and to instruct the custodian carefully and tactfully. The 
best methods of sweeping classrooms and stairways, economica 
methods of cleaning blackboards, and efficient methods of firing the 
furnace will be accepted by the custodian if they tend to relieve his 
work, which in many schools requires twelve or fourteen hours 4 
day. 

Wages Paid Custodians. In part, the reasons for much of the un- 
satisfactory custodial service in the past have been low wages, long 
hours, and unpleasant conditions of employment. A decade ago Linn 
stated that sooner or later school custodians would be affected by 
current labor trends, and that they would ask for fair wages, reason- 
able hours, retirement provisions, sick leave, paid vacations, and de- 
cent working conditions.?: During World War II custodians in some 
cities affiliated with labor groups and secured these decencies, some" 
times only after striking. Phay has shown recently that many of the 
necessary conditions are now satisfied. The 44-hour week applies ge 
more school systems than does any length of work period; Phay Uie 
ommends, however, the 40-hour week with time and a half for ove" 
time. Generally, custodians receive two weeks’ vacation with P@Y 


P : 2 iB € 

plus 74 days of paid holiday.?? In three fourths of the cities of mO" 

5 o » ashoól 
?! H. H. Linn, “Rights and Privileges of the School Custodial Staff, Mad 
Management, Vol. VI (May 1937), 246; also H. H. Linn and Tracy F. b 

Operation and Maintenance of the School Plant," Review of Educational 

search, Vol. VIII (October 1937), 370. Board 

22 J. E. Phay, “Custodial Personnel Admini tration,” i School 
Journal, Vol. CXVI (March 1948), 21. stration, PM 
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than 30,000 population, the custodians enjoy retirement provisions.” 
Salaries, too, are much better than they were a decade ago. Although 
conditions are not ideal, they represent substantial progress in a dec- 
ade, and warrant the assumption that better custodial service will 
also result. 

Custodians used to—and some still do—wear the dress best suited 
to their individual fancies. The result usually was not pleasing. Writ- 
ers on school administration are generally agreed on the desirability 
of uniform dress which should be economical, comfortable, and at- 
tractive. Such uniform dress will do much to accord the janitor re- 
spect from both pupils and teachers and to enhance his usefulness as 
àn important person in the school. 


Relations with Custodians. In general, janitors will be co-operative 
as human beings and if the principal makes an 


vent imposition of unnecessary or inopportune 
requests. Unless the foregoing practice is observed, teachers may re- 
quest a great number of special favors. As a policy teachers should 
Send requests for extra janitorial service through the principal, since 
the custodial staff is responsible to the principal and not to the teach- 
ers, The principal should know what to expect in school housekeep- 
ing. He should commend the good, and tactfully require unsatisfac- 
tory service to be remedied. Accepting suggestions from the custodial 
staff and putting the suggestions into effect when they hine merit 
Will also develop working relations that are desirable in any school. 
If custodians can be brought to feel a sense of ownership or pride in 
the building, they will accord it better care, make the minor repairs 
needed, and keep the grounds in good condition. The wigs oe 
of the faculty is essential in building up attitudes on the part o punt s 
against carelessly dropping candy wrappers or ee paper mthe 
halls or on the classroom floors or on the grounds. Suc h coroperanon 
results in desirable training for citizenship in E 5 (gel 
the appearance of the school and in lessening the work of the cus- 


todial staff. 


if. they are treated 
honest attempt to pre 


BEAUTIFICATION OF BUILDING AND FACILITIES 

Repair and Redecoration. Small repairs which - migon 
bility of the custodial staff will generally be Leger pens du 
custodians who have pride in the school and who know that the 


23 Ibid., June 1948, p- 25. 
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principal appreciates good housekeeping and commends good serv- 
ice when it is performed. Proper care of small repair jobs will pre- 
vent the more serious and more costly ones from developing. When 
major repair work is needed, it is the responsibility of the principal 
to bring the matter to the attention of the central office. During the 
summer vacation it is customary to do much of the redecorating and 
renovating which is necessary to keep any school in the best physical 
condition. It is the duty of the principal to make careful note of the 
need for redecoration, wall washing, and repainting which should 
be done during the summer and to make requests for such redecorat- 
ing in ample time before the close of school. 

There is a noticeable tendency to use more attractive colors when 
school walls are redecorated. Light green, light blue walls, and a 
variety of pastel shades in addition to the light yellow or cream 
which have been standard during the past decade, are gaining in 
favor. 

School Decorations. Many schools are furnished with beautiful 
and appropriate pictures and other objects of art which enhance the 
appearance and beauty of the school. A beautiful school tends to be 
kept up in appearance much more easily than one that is not pat 
ticularly attractive. Many schools, unfortunately, are entirely barren 
of attractive furnishings. 

It is true, of course, that the furnishings of the schools in a system 
are largely the responsibility of the superintendent and the boar 
of education; yet the principal can present the needs of an individ- 
ual school, and frequently he can do something about it directly: 
Graduating classes frequently leave gifts. Often they do not know 
exactly what is desirable or appropriate for the school; suggestions 
dropped tactfully of the need for suitable and beautiful pictures will 
frequently result in their selection. Over a period of years the grad- 
ual accumulation of beautiful and suitable pictures or other art ob- 
jects will do much to brighten up even an old and otherwise dra 
building. In some schools pupils have earned money from the sale 0 
paper or from other sources, and have used the proceeds to beautify 
the building. The practice, although it results in improved appe?" 
ance of the building, cannot be recommended as sound education? 
procedure. 

When extracurricular finances are considerable and when the £9" 
eral school fund assesses part of the receipts of each public perfor™ 
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ance, as it has every right to do, the resulting sum may well be used 
S y 


to purchase pictures to beautify the school. 

School Landscaping. Undoubtedly the primary responsibility for 
school landscaping lies with the superintendent and the board of ed- 
ucation. Still, a resourceful school principal, a co-operative custodial 
staff, and an enthusiastic student body can make a plan markedly suc- 
cessful. School spirit that builds pride in the organization will help 
to preserve what is available and to create the desire for improve- 


ment. 
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ZA. 


THE PRINCIPAL IN THE 
COMMUNITY 


SCHOOL INTERPRETATION 


That the American public has had great faith in its school system 
is evidenced by the almost continual extension of the physical facili- 
ties of its schools and the constant demand for a better-trained and 
better-paid teaching corps. Such advancements have been reflected 


in higher tax rates and larger school budgets. The taxpayer, in gen- 
eral, has accepted these increased expenditures as justifiable needs. 
In many cases this good will has been built up by the superintendent 
and the board of education. In other cases the citizens who have 

through the church or lodge, 


known a school principal intimately 
as a neighbor in the community, or through his interpretation of 
education in the community, have had their faith in the local schools 


developed through this contact. . : 
There are, however, indications that more is to be done if the 


public school is to continue to receive adequate support. Many in- 


Stances have been reported in which there have been forces at work 
blic education at the local level. 


to undermine the program of pu E 
imarily of two kinds.! 


These attacks have been reported as being pri 
There are those who believe sincerely that the schools have been 


doing a poor job and should be improved. Other attacks are mali- 
cious in character. Attacks of the first type may be caused by lack 
of understanding of what the schools are doing, by poor school-com- 
munity relations, by unsound financial operations, and other similar 
Causes. Those of the second type may be caused by persons seeking 

“How Can the School Ma ndun. pie à 
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tax reductions, those desiring publicity, opponents of public educa- 
tion, and disgruntled school patrons. 

The school principal must acquaint himself with the necessity of 
carrying on an intelligent program of school interpretation so that 
he is able to meet such attacks and to plan a sound policy for in- 
forming the public concerning the philosophy and operation of je 
school. While many large systems have well-organized programs © 
public relations, a study made in Wisconsin has revealed that about 
half of the medium and small schools have no such planned pro 
grams.” . 

As long as the great majority of the people believe in the public 
school and its program, sporadic attacks in the press or from pressure 
groups in the community will not defeat the program or even p ts 
of the program. This conclusion is illustrated by the fact that E 
schools that have enlightened the public regarding educational de 
velopments seldom suffer serious curtailment of program when de- 
mands are made for retrenchment. In some communities where 
programs have been developed without adequate explanations to 
parents, instances can be found in which progress has been retardec 
and changes have been forced because of opposition from m 
formed groups. Attacks on the so-called “fads and frills” are ofter 
successful because the public has not been sufficiently enlightene : 
regarding the merits of the activities so classified. Interpretatio" 
should not be deferred until a crisis occurs. Some school system? 
have resorted to “whirlwind” or high-pressure campaigns when pi 
buildings were needed and have said nothing about the schoo 
between times. 

Recency of Interpretation of the Schools. School interpretation by 
principals is a recent responsibility. Formerly superintendents p 
not encourage principals to participate in the promotion of pue » 
relations. In recent years there has been an increasing prt 
of the importance of the principal as the local interpreter of im 

„educational policies of the superintendent. In most large cities p 
is so well realized that the superintendent meets regularly with y 
principals in order that policies may be considered and explained : 


such length that all principals may interpret the policies t° the 


teachers and to the community. 


c 
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2 Jenson, T. J., "Which Way Does the Wind Blow in Your Association du j 
Relations," Wisconsin Journal of Education, Vol. LXXXV, No. 8 (April 1953). 
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Time Spent in Community Duties. The typical supervising elemen- 
tary school principal in 1948 spent slightly less than four hours per 
week, or nine per cent of his school time in community activities and 
about three hours per week outside of school hours? The community 
organizations to which elementary principals belong are: 


Nine in 10 are members of parent-teacher associations; 84 per cent be- 
long to a church; 50 per cent belong to business and professional clubs; 
44 per cent are in lodges; and 42 per cent are active in service clubs. Only 
10 per cent belong to the local chamber of commerce and 8 per cent to a 
labor union. About 3 per cent belong to veterans groups and less than 
2 per cent to various political, patriotic, and other types of organiza- 
tions! and the teaching principals show the same pattern of community- 
organization memberships. 

The activities in which supervising principals are most active are 
Community Chest, 55 per cent; Junior Red Cross, 55 per cent; youth 
groups such as scouting, 51 per cent; charity and welfare work, 
49 per cent; American Red Cross, 44 per cent; health programs, 39 
per cent; community recreation, 38 per cent; and intercultural re- 
lations, 26 per cent. The study indicates, too, that principals are 
giving more generously of their time to community services than 
they did two decades ago." How these activities may be of value to 


the schools is discussed in Chapter 1. 
METHODS OF INTERPRETING SCHOOLS 

Means of Interpretation. Among the means E interpreting thë 
school to the public may be mentioned — zr he parents, news 
paper releases in the commercial press and sc hoo vy qe e el 
Vision presentations, addresses over the radio, m o E. s. asi 
Semblies, the observance of special days, ar as - e ad : a 
school visiting days, and exhibits of the pror = ei oe : = 
the interpretation of the school to the pupils v p 


to their parents. " " , 

It is ee of course, that community duties require only a ee 
minor part of the principal's time. However, eu eg ee 4 
lected. The importance of such duties is stated I g 


Words by a public school principal: 

Department of Elementary-School Princi- 
ool Principalship— Today m: i ete (Twenty- 
VIII, No, le 1948), p. 12 TM pi. 


? National Education Association, 


Pals, The Elementary Sche 
eventh Yearbook), Vol. XX 
4 Ibid., p. 128. 
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The secondary-school principal of today, if he is to provide a sound pd 
cational program, must show paramount concern for a need of vanae. 
understanding; otherwise, his program will fail to meet the objectives 
a modern philosophy of education. The high school today is a vital part sd 
the community—the focal point of its activities. Without the support he 
the public, the school cannot function, and the contribution which d 
public makes toward the schools is in direct proportion to its understand- 
JE. exia al 

It is important that these internal and external programs become a is 
programs. A public relations program should be continuous, not a «1 
bucket brigade for emergencies. A principal, who waits until the yam 
arises before informing his public of a drastic change in his school pr a 
gram, usually finds the public not ready to accept his proposals due iia 
lack of understanding. There is no substitute for continuity of action a 
day-by-day, year-by-year program, including the summer months. 


Organization for School Publicity. A number of cities have felt me 
need of providing a public relations program headed by a € 
who is a staff officer in the superintendent's office. In such cases P: 
principal has a responsibility to work in close co-operation with i» 
director in helping to promote the program of interpretation for t 1 
city as a whole and especially to carry it out in the individual m 
More frequently there will be found no centralized agency. In = : 
cases, whatever is done to interpret the school will result from is 
conscious or unconscious explanation which is made to the Eom) 
nity. It is more effective to follow plans which have been Mer 
strated as successful than to rely on the individual's opinion of th 
best methods of procedure. --— 

Newspaper Publicity. School news receives generous space 1 ui F 
newspapers of most communities. Much of this news deals with €* 
tracurricular activities, particularly athletics. While the interest 3 
this type of school news will no doubt persist, there appears to let 
growing tendency to devote more attention to other aspects ris 
educational program. The Twenty-Eighth Yearbook of the Amen a 3 
Association of School Administrators has listed ten "priorities 
publicity” as follows:8 


«onal 
7D. D. Reber, “The Principal Interprets His School," Bulletin 152, Nation 


Association of Secondary-School Principals (January 1948), p. 73. 


; -— 

8 National Education Association, American Association of School A 
trators, Public Relations for America's Schools (Twenty-Eighth Yearbook). W? 
ington, D.C.: The Association, 1950, p. 278. ó 
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Pupil Progress and Welfare 
Instructional Program 

Guidance and Health Services 
Attendance and Discipline 
Enrollment Trends 

School Staff Members and Alumni 
Building Program 

Administration and Finance 
Parent-Teacher Association 
Student Activities 


C $0 ri 9g SP © top 


mn 


orities" represent practically all the facets of an 


educational program. School progress, curriculum, child develop- 
ment, health of pupils, and building plans, are but a few of the topics 
about which parents desire information. Any principal who sensi- 
tizes the faculty to the desirability of collecting worthwhile news 
items concerning these and other phases of the school has made an 
important step towards the interpretation of his school. Fine? sug- 
gests a number of broad principles governing the development of a 
publicity program: (1) The value of publicity should be understood; 
(2) The techniques of the press should be known; (3) There must be 


Co-operation between the press and reporters; (4) A broader educa- 
A set of objectives is necessary, 


tional view should be undertaken; (5) : 
and (6) Educational publicity is not a job for amateurs. The use of 
he operation ofa good interpretation 


Such principles will facilitate t 


program. 
The local newspaper is o 
Some cases the newspaper 2 


news, Others use material as cons! à 
Porter is assigned to make definite call upon school officials, or the 


newspaper is contacted by the school, are matters to be considered 
locally. It is important incipal avoid personal prominence 


that the pri 

and stress the school, individual teachers, or pupils who constitute 
the news, The principal's name is unimportant; if the people in the 
: p school they will quickly learn the prin- 


community believe in the If they do not be- 
Dee e a r ese y d ready. ey do not be 


These so-called "pri 


ne important medium of interpretation. In 


llots a specified amount of space to school 
dered appropriate. Whether a re- 


o not know it al 
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lieve in the school, the principal’s name will add no weight to the 
news with which it is identified. 

Bulletins to the Homes. School news is sent to many homes 
through the school newspaper. A well-edited school paper, explain- 
ing changes in the services offered by the schools, describing the cur- 
riculum and extracurricular activities, noting honors or awards which 
have been earned by pupils, and listing professional activities of the 
staff, has been found to be very effective in the program of school in- 
terpretation. In addition it provides an effective way of developing 
school spirit within the student body. 

Many schools follow the practice of sending bulletins to the homes 
at regular intervals. In other cases, bulletins or letters are sent as 
needs arise. Such communications may be printed or mimeographed 
depending upon the purposes to be served. The general purpose " 
be served is that of acquainting the patrons with the methods an 
practices of the school and the enlistment of co-operation in pro 
viding for the needs of the boys and girls within the school. One ex 


ample of a letter to school patrons at the secondary level is as fol- 
lows: 


Suburbia High School 
Suburbia, State 
Month, Year 
Dear Parents of Juniors and Seniors in Suburbia High School: T 
For several years it has been our practice to send a letter to those paren T 
whose sons and daughters are eligible to attend the high school I Rn 
Our purpose in doing so has been to suggest what we feel are good pr? A 
tices to be observed in attending social activities which are incident to oe 
graduation season. The following suggestions, therefore, are made in t 
desire to be helpful not only to parents but also to the students involve ; 
There is no attempt upon the part of anyone connected with the qe 
school to dictate to parents. It is, however, our duty as parents or teac h » 
to take every precaution to make the graduation season a happy time 
all concerned. ` f our 
It is our desire to make this year's Prom one of the best ever. One oF do» 
main objectives is to have it well attended. There are always many (se Pe 
pointments to those who are not invited. We feel that parents may this 
assistance in suggesting that it would be desirable to participate 1n wi 
event. Of prime importance is our desire to establish standards which z 
prove helpful in making the affair a success in every way. The follow 
specific suggestions are made for your thoughtful consideration: 
1. We should like as many as possible of our students who are m 
of the junior and senior classes to attend. Outside guests W 


embers 
ho are 
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juniors or seniors in a high school may be invited by a junior or 
senior in Suburbia High School. 

. Effort is being made to keep the costs within moderation. Girls wear 
formal dresses. Boys dress formally or informally, as they choose. 
Again, we hope that costs for the evening will be kept in appropriate 
limits for high school students. 

3. The Prom closes at twelve o'clock, midnight. It takes at least thirty 
minutes to clear the gymnasium following the time of closing. It is 
generally customary for students to go some place for refreshments 
following the affair. If your son or daughter follows that practice, it 
would be difficult for him to be home before two-thirty. It would 
appear sensible, therefore, to expect them at that time. Students who 
attend Proms at the university generally have no more time than 
this. Certainly, high school students should be able to abide by this 
suggestion. The important thing is that plans be discussed before- 
hand with your child and that there be a definite time set, at which 
time parents may expect their sons or daughters to be home. If some- 
thing should happen to make it impossible for the schedule to be 
met, the parents should be called and notified by the son or daughter 


to 


concerned, i " 
4. There are a few people who may have the attitude that a "Prom 


occurs but once in a lifetime,” so anything goes. This attitude is dan- 
gerous and should not be tolerated. The school faculty feels that 
liquor has no place at the Prom. We hope that peus = = it 
has no place at home parties preceding or following the i eo- 
ple who have indulged in liquor at pre-Prom parties are not welcome 
at the Prom itself. IF this general rule could be followed by everyone, 
we would not then need to fear the unfavorable publicity that can 
arise from si indiscretion. ewes: 
grec det! co mn n house," definite invitations should 
- If parents are holding an “ope S pull 
be extended to those who are expected to be guests. Homes whic! 
ashing” subject themselves to many difficul- 
a : ; 
ties. At open houses, parents naturally rope a M m E 
tell you that parents are not present at the o » y 
d th ra ing to the wrong homes. Naturally, the standards 
sure that they are go Pe 
set iris x yu own children are your concern, sem d 
in which other students p pleeg tes E iene p 
iety i al. One further bes i 
BUS M Party crashing” is the matter of drinking which takes 
€ a e ihe? Each parent might well ea Les non or 
kasie that “crashing” a party is m ay eet s T d he vid " 
ae e pem henis be home. The boy should never 
vi each is expe xc ex f r É 
= ma hs ur when mfortable by objecting to a girl : ege n Eu 
* i ure kon for delay occurs, the student should call the 
matter, a rea 
oys who are driving cars on the 


permit indiscriminate "cr 


home. 
T. It is suggested that parents of all b 
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night of the Prom caution them to drive responsibly. We would not 
want our memories of this occasion marred by any tragedy. 

If all concerned make adequate advanced plans for the high choi 
Prom, it should prove to be a happy affair for everyone. In the interest ar 
the school and community, the foregoing suggestions are offered for your 
consideration. We hope these remarks may be accepted in the spirit m 
which they are sent. 

. Sincerely yours, 
John Principal 


The chief purpose of such communications is to secure co-opera 
tion in creating a better situation for youth. Further, it is an indica- 
tion of the willingness of the school to accept parents as partners m 
solving educational problems. g 

School Exhibits. One of the most effective methods of interpreting 
the schools to the patrons, and the one most frequently used, is me 
school exhibit. Schools may display their work in specially built cases 
in the corridors of the building. Such exhibits, changed at regular 3° 
tervals, usually show the more spectacular results attained in m 
arts, home economics, and industrial arts. In addition to such dipa 
cases, many schools have permanent or temporary exhibits in ie 
show windows of stores in the community, at public fairs, or at ot " 
places where they may attract the attention of large groups of peoP * S 
In some communities, pupils secure permission from merchants t 
display school work in show windows. Such exhibits are made pod 
effective if they are also reported in the local press. It is quite ee 
sible that the radio may be used effectively to draw attention ... 
school exhibits. (Some cities have sponsored contests in which a 
were allowed to use their artistic talents in the decoration of sho 
windows themselves.) . At 

Open House. Open house has tended to supersede exhibits. | 
such affairs in secondary schools, talks may be given by various RE 
bers of the faculty upon such topics as college entrance; new p 
riculum provisions, extracurricular opportunities, the social prog" e 
guidance and the like. In some cases the open house presenta” 
may be by students in which narrators describe slide presentat 
prepared by the school's photography club. Elementary schools, li " 
wise, use the "open house" to describe a new marking system, nd 
est the parents in a co-operative study of child development; expl 
provisions for physical and for mental health. ion 

School Visitation. If parents can be brought to see it in operati? 
they will better understand what the school is attempting to do. It 
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generally recognized that parents, especially mothers, visit the regu- 
: lar sessions of schools during the elementary school period but that 
the practice is less frequent at the secondary level. The reason, no 
doubt, is due in part to the unwillingness of adolescents to have their 
parents participate in activities, as such action conceivably might re- 
sult in the youth's being considered immature by his fellows, and in 
part to the desire of the parents to respect the wishes of their chil- 
dren. 
Inan effort to get large numbers of parents to visit the school, some 
principals hold night sessions of the regularly scheduled daytime 
classes. For example, two afternoon classes may be dismissed and 
held during the evening. Each parent who comes may be asked to 
attend the classes in which his child is enrolled. School principals 
who have tried the plan are enthusiastic about the numbers of par- 
ents who attend and their sincere interest and keen appreciation of 
the opportunity. A difficulty encountered is that the une p 
not possibly accommodate the visitors. In a midwestern high " E 
Which held “open house” for parents, the newspaper estimatec that 
7,000 visitors attended the evening session, although the high school 


enrolled only 1,400 pupils. " y 

Parents aid ita are always much interested in the more spec- 
tacular school activities such as the band, ae saapi urate cA 
tori rtuni - inspection of these activities w nter- 
mies Eptutunky Rer e showing of educational 


«formative. Th 
preters is valua and informative. i 
preters is valuable 2 dio-visual equipment, or a concert 
Pictures, if the school possesses audi 


i IT i limax to what should 

by the ical izations forms a fitting c 
musical organiza 4 
Prove to be an een experience for the school and the com 


iu ly held during 
i ions are frequently held during 

Education Week. Evening sessions ] pe 
Ameri we ion Week, although any other time of year is equally 
wap X d for exhibiting school 


E se 
Satisfactory. If R i p lr er. M (iUm ie ae 
Work, the program should be p'! 


reparation of posters an- 

r a icity or for the prepara > 

9r proper newspaper publicity : ques quoe 

various days of the i 
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for example, that individual soloists should not be used on musical 
programs, but rather that the entire program should not be made up 
of individual members. Emphasizing the group activity rather than 
individual excellence tends to develop good feeling in the community 
and to avert the bitterness which may sometimes be created from à 
discussion of the relative merits of the individuals who appeared on 
the program. 

Visits to the Home. Some schools make excellent use of visits to 
the home in interpreting the schools. In other schools the principals 
oppose home visitation because it involves a burden on the teachers 
which many perform reluctantly and with indifferent success. Home 
visitation by teachers is practiced more extensively in junior than 1n 
senior high schools and no doubt is still more common at the elemen- 
tary school level. It is probably safe to state that teachers who make 
home visitations should be specially trained for such assignments. 

It is doubtful whether classroom teachers should call at the homes 
of parents unless they are invited to do so. Many parents dislike intru- 
sion on their homes. Besides this there are many racial, religious 
language, or social customs practiced in some homes, of which teach- 
ers might be unaware. Many of the foreign-born are hypersensitive 
and easily become insulted. Unless one understands the customs O 
the home it is better not to go uninvited. And in most cases it will not 
prove particularly difficult for a teacher to secure the invitation. 
Knowledge of the children's background in a teacher's class or home- 
room is invaluable because it results in clearer insight by teachers 
into the problems which condition the learning of particular children 
If the teachers are well-informed and eager to visit the homes of the 
children with whom they work, it will undoubtedly result in a better 
informed community. But requiring teachers to visit the homes ora 
their pupils is of doubtful value. 

In many communities, both urban and rural, visiting teachers are 
provided to make contacts with the homes when children presen 
problems. The problem may involve truancy, delinquency, OY inan 
quate food, clothing, or carfare; or it may arise from ‘personality 
clashes between pupil and teacher, Visiting teachers usually have 
both classroom experience and psychological training, supplement? 
at times with training or experience in social work. These visitin 
teachers are very effective in interpreting the schools to certain 5° 
tions of the public as well as linking the school with social agenci? 


my 547 


THE PRINCIPAL IN THE COMMU 


in the community interested in caring for children. This may involve 
contacts with the Boy Scout executive, welfare agencies, the juvenile 
court, summer camp directors, or any other group interested in help- 
ing a child to make a satisfactory social and educational adjustment. 

Reports to the Home. Reports to the home are treated extensively 
in another chapter. It is sufficient here to point out that such reports 
should interpret the work of the child to the home. Rather than merely 
giving marks, the reports should be diagnostic, showing strengths, 
suggesting remedial procedures, and perhaps including a generaliza- 
tion. It should be added that reports of this character cannot be sent 
home frequently because of the clerical work involved in their prep- 
aration. 

Informing Teachers and Other School Employees. Recently there 
has been a tendency to inform teachers, clerks, and custodians about 
the purposes and policies of the schools in order that they may possess 
accurate information and may disseminate it in conversation with 
their friends whenever the schools are the subject of discussion. In- 


formation about the budget, charts or graphs showing how the local 
tax dollar is apportioned to the various governmental activities in the 
community, as well as a discussion of school policies, may well be 

made the basis of teachers’ meetings. -— ks 
The custodial staff and the clerical workers ordinarily have a circle 
of friends unknown to the teachers, who are just as desirous of apr 
the community. Similarly, 


N inf i in 

rate information as any other groups m © nunity. 

some school systems plan meetings for clerical and janitorial workers 
m the schools are explained. In school systems 


at which the policies of ie 
Where tl bus: are in force it will be necessary for the principal 
ME Gps the central office. Where 


ú ins i rom 
of a school to carry out instructions fr ; : 
Such policies do a obtain he may furnish information to the clerks 


and custodians in regular but seam, rame = information 
should yield dividends in community Uneen e - 

fricidentlly, the character of the custodial LÍ gren mee E 
as well as the courtesy extended to visitors A the ies m ae murs 
and the neatness of the written work k Swa of the ol 
Pal's office, has a cumulative pum n en imde of indiferenca 
Slovenly work or carel atment reflects an a^" 


ess trea SAk z t 
9n the part of the principal that cannot help but lower public confi 
€nce in the school. 


So; hool princip pted the plan of preparing a peri- 
me school prim 
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odic bulletin to all members of the teaching staff and custodial force. 
This presents an opportunity to comment on current issues, furnish 
directions needed in carrying on administrative business, and prepare 
all concerned for future events. 

Interpreting the School to the Pupils. No matter how seriously and 
conscientiously the school is interpreted by radio, newspaper, Or 
home visitation, the most constant means of interpretation is that 
furnished by the pupils. Casual conversation by children about school 
matters at the dinner table or during a lull in the radio program is re- 
sponsible in large part for the opinions parents form regarding the 
school. Furthermore, the pupils will soon be adult members of the 
community who should be informed of what the schools cost, what 
the schools are trying to accomplish, and what may reasonably be 
expected. The ease with which pupils may be instructed in such mat- 
ters has been overlooked, perhaps because it is expected that they 
will absorb the information without direct teaching. . 

One method of using pupils to interpret the schools is that of in- 
forming them of educational topics and problems through the study 
of the social sciences. Pupils who understand the program and put 
poses of the school may be influential in conveying such information 
to their parents. This plan takes the form of interpreting education 
generally. A number of schools have attempted to interpret the 
schools through the guidance system or by homeroom discussion. 
Certainly instruction in the homeroom is to be preferred to none. 
However, there appears to be no reason why a study of “Schools 
and Education” should not be included in the social science coms 
A study of the school system properly may be included in the study © 
social science, for it is a curriculum matter more than it is a problem 
of pupil personnel or guidance. Such instruction should be more 
vital than many of the topics ordinarily included in the social studies: 
and it offers an excellent opportunity to interpret local policies. ' 

Another topic that may properly have a place in the school ic 
riculum is the cost of schools locally and nationally. This nature? 
leads to a study of taxation—a topie on which children should f 
instructed carefully in order that they may see it as a method of "i 
curing co-operatively what could not be secured by individual eR 4 
The effects of long-term borrowing, the necessity for careful bu d 
etary procedure, and the relations between various types of govem 
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mental and nongovernmental expenditures should be taught the 
children in public schools. 

f Radio and Television. Radio and television promise to become an 
important aid in interpreting the schools to the people. To date, how- 
ever, they have not been used as extensively as is the press. Nation- 
ally, a beginning has been made in interpreting the schools to the 
general public. In a few communities, regular broadcasts of music 
by school personnel have been used effectively. Principals who are 
alert will take advantage of opportunities to become forceful radio 
Speakers and to help interpret the schools by speaking on educational 


topics when invited to do so and encouraging other members of the 
faculty to speak when they are invited. In isolated cases it may be 
for radio broadcasts; ordinarily local 


necessary to seek opportunities 
stations will provide more time than the school faculty is able to use. 
The radio and television offer an opportunity to present the schools 
ess has been found biased or 


to the supporting public when the pr 
unfriendly. The ultimate possibilities of the media of interpretation 


are just beginning to be sensed. For example, it should be possible 
ams, in co-operation with the 


to prepare and to present radio progr 

parent-teacher association, dealing with the problems of children in 
the home and the school. In communities which are too small to have 
radio or television facilities, parental groups may be directed to pro- 
grams on outside stations. 


Commencement Programs. Grad 
às an occasion for school interpretation. Recently there has been a 


trend, mentioned elsewhere in this book, to provide commencement 
Programs that interpret the work of the school to the public. This 
type of program, for which pupils prepare the material and in which 
they play the principal role, provides a much better interpretation of 


the school than the stereotyped program consisting of musical num- 
ers and a speaker imported because of his prestige or inspirational 


Power, " - 

The modern program is essentially an explanation or interpreta- 
tion of the history, needs, aims OT achievement of the school and 
Community, Students are sometimes he opportunity to choose 
the speakers from their own group» and issues vital to them are dis- 
Cussed. Likewise, the musical selections may be d by ti 
Musicians of the graduating class who have been selected by class 


Vote for the occasion. Other s preted the objectives 


uation exercises may well be used 
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of education, made school or community studies which were dis- 
cussed, or reported directly on methods or subjects of study. Patrons 
who witness such presentations may see for themselves the process of 
education at its very best. 

Annual Reports. School superintendents find annual reports, par- 
ticularly the pictorial ones, very effective in promoting public rela- 
tions. Superintendents’ reports, when they include narrative matter, 
usually quote liberally from the school principals’ annual reports. In 
the superintendent’s annual narrative report to the board of educa- 
tion it is not uncommon to have a section, over the principal's name, 
devoted to the secondary schools. In general, annual reports are so 
voluminous that they cannot be given wide distribution. Greater 
value usually results from newspaper stories based on the complete 
report. 

Alumni Association. Organizations of graduates of secondary 
schools and colleges are a distinctly American institution which have 
often proved successful in producing scholarship funds, pressure for 
a winning football team, and, at the college level, contributors bi 
the endowments characterizing many institutions of higher educa- 
tion. The alumni association has been most successful in urban aree? 
where schools are relatively large. Its potentialities as a young ^ae 
ple's organization in smaller communities have not been realized o 
utilized. Such organizations may easily be used as the means of d Ji 
seminating information to groups in the community which are ? 
reached through other channels of communication. 

Parent-Teacher Associations. During the last years of 
teenth century the parent-teacher association was organi 
outgrowth of mothers’ clubs. The movement has gained str 
has widened the scope of its activity until at present it enro +.) jn 
two million members. During the depression it was oet 
many communities in preventing serious curtailment of the se ent 
program. On the other hand it has at times retarded the develop e 
of a sound educational program when it was not furnished ger i 
or reliable information. Although the organization has national P s 
cies which it attempts to promote, local associations have the uer 
freedom in their general activities or study groups as long ast 
do not conflict with national policy. than 

The national objectives are much more broadly conceived the 
the relations of the school and the home or interpretation v 
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work of children in the schools to their parents. For example, there 
is nothing in the national policy which indicates that parent-teacher 
associations shall serve as supplementary agencies in financing school 
activities when local boards of education are unable or unwilling to 
do so. Yet in many communities, dishes for the cafeteria, lunches for 
indigent children; or supplementary pianos and radios, to mention a 
few items, have been purchased by the associations for use in local 
Schools, That such services or materials should be provided by the 
board of education is unquestioned in theory; waiting until they can 
be provided often deprives children of necessities for proper school 
Work. Some principals feel that, if the parent-teacher organization 
is engaged in securing funds for a desirable school enterprise, it will 
have greater interest in the school and will be more receptive to learn- 
ing about the institution for which membership should be working 
loyally, Some few principals have added that, since the parents are 
engaged in worth-while activities, they do not have time to ask ques- 
tions about the activities of the school to embarrass the teachers or to 
Create discord in the community, which, it must be admitted, has 
happened with mismanaged parent-teacher associations. 

That the parent-teacher association need not be a stumbling block 
but may be a vital force in interpreting the schools is attested by the 
Many principals who have been interviewed on this subject of com- 
munity relations. 

Problems for Parent-Teacher Associations. No school principal 
Can overlook the social aspects ofa parent-teacher organization. For 


many parents it serves as a needed social contact. For all parents it 
Offers an opportunity to become acquainted with the present or 
Prospective teachers of the child. From such an understanding, the 
Organization can go on to an interpretation of what is being done, 
answering questions which are of concern to parents and interpreting 
the entire school system. A wise principal will work unobtrusively 
with the program committee to suggest topics or demonstrations 
Which will enlighten parents. Outside speakers may be desirable on 


Tare occasions, Ordinarily demonstrations of new methods of teach- 
hool policy or finance will be more effective. 


held, they should be class demonstrations 
rformances, since the school operates with 
provided beforehand and an 
vided afterward. A question 


"n or explanations of scl 

If demonstrations are 
Tather than individual pe 
Broups, Adequate explanation should be 
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box is frequently used to good advantage in bringing up problems 
which form the basis of later meetings. In some communities panel 
discussions of problems of mutual concern to parents and teachers 
can well be supplemented by home reading of articles or books pro- 
vided through a “parents’ bookshelf” in the library. : 
From local problems the association may turn to state or national 
problems, although it may require years before the organization is 
ready for this. The best associations are those that work for intelli- 
gent, co-operative relations between the home and the school. As- 
sociations which are impotent or unusually belligerent are almost 
without exception the result of lack of leadership and poorly planned 
or unbalanced programs. Leadership does not mean that the princi- 
pal or teachers need to hold the offices; preferably, they should serve 
in an advisory capacity. e 
Types of Parent-Teacher Organizations. In some communities 
particularly at the secondary school level, the parent-teacher or- 
ganization is not successful. The diversity and number of the popula- 
tion prevent the feeling of homogeneity so often present in ee 
tary school districts. As a result some schools have developed gra E 
councils, homeroom groups, mothers' and fathers clubs, school € 
provement leagues, or other organizations which have similar pu 
poses. Probably the grade, curriculum, or homeroom groups will pro 
vide the desired contact with the home better than will a general s 
ganization in large high schools. The smaller groups provide i 
homogeneity of interest which is necessary for success. The Ler £ 
organization that will best serve a local school must be decided 10 
cally. Except where a parent-teacher group has failed miserably p^ 
recently, a forward-looking principal will see to it that such a © 
operative enterprise exists. ES 
Parent Workshops. Schools organized without parent-teacher o 
sociations have developed methods for including the parents ud JE 
discussion of the plans and purposes of the school. One technid^" 
which has been used successfully is the development of parent a, 
shops. Teachers and administrators working with parents plan E 
sessions and arrange the topics for discussion. Such problems ics 
health habits, growth characteristics, and study techniques are bus a 
in which the parents of elementary pupils have vital interest. Li " 
wise, at the secondary level such matters as boy and girl relatio 
vocational information, weekly allowances, and preparation for 
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lege make good problems for workshop sessions. Workshops of this 
nature should involve both parent and school planning and should 
be arranged at an hour when fathers may attend. For schools having 
parent-teacher organizations, the workshop may be sponsored by 
that group. 

Interpretation Through the Extracurriculum. Many opportunities 
for school interpretation are available through extracurricular activi- 
ties, An assembly at which the science class makes a demonstration 
or the French Club presents a play offers the starting point in in- 
terpreting these two areas to the student body. Certain periods may 
be devoted to an explanation of the club program, the purpose of 
the curriculum, and other topics which help interpret the schools to 
the pupils. The values which accrue to a school from a well-balanced 
club program and meritorious school publications, especially the 
handbook prepared to orient pupils and to furnish information for 
patrons, should not be overlooked by any principal who is concerned 
with furnishing reliable and valid information about the school to 
parents, 

Creating Opinion. In all schools, particularly at the secondary 
level, there will be public events, such as dramatic productions, 
athletic events, and concerts, at which the patrons of the school will 

© present and from which they will form opinions about the school. 
At dramatic performances it is a simple matter to have a well-drilled 
ànd courteous group of pupils do the ushering under the direction of 
an adult, Such service may well be one of the duties performed bya 
Committee responsible to the student council. Athletic games may 
also have student ushers. 

At most contests, and especially at night football games, some sort 
of Policing is necessary if the spectators are to be handled effectively 
and confusion is to be prevented. The parking of automobiles ad- 
Jacent to a football playing field, and their orderly exit, is a problem 
Which can best be handled by uniformed city police if the latter can 

€ secured; if not, the problem can be handled by adults, either men 
teachers or custodians. At night contests, particularly football games, 
And in certain communities, there will be the problems of policing oc- 
Casioned by those who feel that their entertainment is increased by 

le injudicious use of intoxicating liquor. In no cases where large 
Broups congregate should student policing be resorted to. It may be 
Tepeated that whenever regular city police in uniform can be de- 
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tailed for policing at athletic contests which draw several hundreds 
or thousands of spectators it is highly desirable. Expert handling of 
people at events to which the public is invited is no more than may 
reasonably be expected, but it is by no means a universal practice. 
When tickets are sold for such events, the box office, and if necessary 
several suboffices, should be opened in sufficient time to reduce wait- 
ing to a minimum. If reserved seats are to be available, they should 
be on sale at places in the community convenient for patrons. The 
orderly handling of assembled crowds for school activities can by no 
stretch of the imagination be called informing patrons about the 
school. Rather it may be classed as a means of creating favorable 
public opinion by promoting the orderly assembly and management 
of crowds. 


RELATIONS IN THE SCHOOL COMMUNITY 

The School as a Community Center. During the last two decades 
there has been a growing feeling that the school not only should 
serve children or adolescents during the day but should be a com- 
munity center in the late afternoon and evening. In many communi" 
ties a few schools have for years offered academic training for those 
who wished to become citizens or to study in certain subjects. Such 
opportunities undoubtedly will continue to be furnished for those 
who desire them. In addition, many schools have begun to function 
as community centers for social, recreational, or civic activities. M 
congested districts in cities the school may offer supervised play far 
children who otherwise have no place to play except in the street. 
Such wholesome activity not only has a retarding effect on juvenile 
delinquency but is a service to children who may have all too little 
play and happiness otherwise, 

But the school can do far more than furnish after-school play for 
children, desirable as that activity is. With the coming of shorter 
hours of work and more leisure, adults have free time which Wer 
could spend in social activity or recreation. They are interested f? 
craftwork in the shops, swimming, Social al mU 
sic, dramatics, and games which require gymnasium facilities. suc 
as basketball, volleyball, boxing, and manv other activities. Schoo S 
which have provided such a varied and vital program of activities 
have had more difficulty in accommodating the numbers who wishe 
to attend than in getting people to come. 


dancing, group voc 
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If games, dramatics, or craftwork are to be provided, the necessary 
instruction must be competent. In some cases this requires use of the 
regular teachers; in other instances the necessary personnel is availa- 
ble in the community. It is highly essential that such services should 
be furnished without cost, or at least at a very nominal cost, if it is 
to reach many who most need and desire the services but are unable 
to pay. This applies particularly to the adolescents just out of school, 
Who, according to the recent youth surveys, either have been unable 
to secure jobs or at best have very modest incomes. Such pupils are 
ordinarily not allowed to attend the organized extracurricular ac- 
tivities in the high school. But they need and desire such activities 
no less than those who are enrolled in the school. 

Opening the schools regularly for such pupils will pay big divi- 
dends in happiness to youth, should prevent much delinquency and 
antisocial activity on the part of youth, and should certainly make 
available to the public for longer periods of time what is usually the 
Most attractive and most expensive as well as one of the least-used 
Public buildings in the community. . 

In organizing the school as a community center, the principal hasa 
major role in encouraging its development, although there is no rea- 
Son why he should personally direct it if there is someone else who 
can and will do it acceptably. In communities that are unwilling to 
Subsidize the personnel necessary to offer recreatory or social activi- 
ties desired by youth and adults, it may be advisable to furnish space, 
With some volunteer in the community furnishing the necessary di- 
Tection for the group. In certain communities other tax-supported 
"stitutions furnish the personnel and supplies necessary for the 
Tecreatory and social program. This will undoubtedly become a more 
Seneral policy unless the school assumes the burden. When tax funds 
are not available, it is frequently possible to secure help from welfare 
Broups in the community to furnish a skeleton force for the com- 
munity activities in the school. "P . 

0-ordinating Councils. A recent form of organization which 
many principals have found effective in interpreting the school to the 
Community and in assisting youth to adjust to society is the co-ordi- 
Dating council. Other names which are applied are youth council, 
Council for social work, or community council. In such organizations 
Many groups, such as the parent-teacher association, labor, the 
YMC. A., or other organizations in the community, participate. The 
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purpose of the council is to co-ordinate all agencies in the com- 
munity concerned with the welfare of youth. Although the move- 
ment is relatively young, there are now hundreds of councils so well 
distributed that the majority of the states have some organizations. 
The councils developed during the depression years in an effort to 
provide more adequately for the needs of youth. If there is a local 
council, the principal will find it an excellent medium for developing 
the school as a community agency. If there is no council the principal 
may wish to help organize one, unless the functions to be served are 
cared for adequately through some other agency. 

Other Community Activities. The schools may well be and often 
are used for public lectures or to house a community library if there 
is none in the vicinity. In certain rural areas it may be necessary to 
furnish commercial dramatic productions or motion pictures, al- 
though most communities are so well supplied that an attempt to eur 
ter this field of service will be interpreted as competition with exist- 
ing places of amusement. 

In rural communities many of the activities might well center about 
the work of the 4-H club and the county agent with an opportunity 
for social activities which are likely to be too infrequent in rural areas. 
Small communities, perhaps even more than large cities, need some 
community center of wholesome recreation for adults and young pe 
ple, for it is in such communities that other forms of recreation are 
provided least liberally. There can be little doubt that the wider u5e 
of the school as a community center is shortly to be expected. 
Whether the school or some other agency directs the program de- 
pends on the school personnel. The school principal is in a strategie 
position to give direction to the movement. 

Demands Made on the School by Pressure Groups. It is 4 rare 
school in which some group in the community does not make requests 
or demands on the school to serve its purposes. It is to be expected that 
pressure groups in the community will undertake to influence the 
school, since the school is a social institution which reflects the de- 
mands of society for the growing generation. However, the princip? 1 
must be prepared to deal with these organizations by policy rather 
than by handling each one of them as an emergency issue. , 

Patriotic Organizations. Patriotic organizations, such as the Ame?" 
can Legion, D.A.R., and so forth, not infrequently exert pressure we 
the schools. The chief request of these groups is to have pupils eri 
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age in essay contests on patriotic subjects. They also seek to partici- 
pate in school programs on national holidays, such as Armistice or 
Memorial Days. These organizations are ordinarily not difficult to 
deal with. They are interested in the local school and seldom exert 
direct personal pressure on the head of the school. Patriotic organiza- 
tions are usually conservative and have as their central purpose the 
directing of attention to such matters as the Constitution and the 
preservation of the American heritage. 

Business or Economic Groups. The business groups that exert 
pressure on the schools generally follow one or more of the following 
procedures: (1) they support the school and ask no favors, (2) they in- 
sist that school supplies be purchased locally, (8) they carry on ad- 
vertising campaigns which penetrate into classrooms and assemblies. 
It was mentioned in another chapter that planning assemblies for a 
Semester in advance prevents the necessity for an awkward refusal. 
The practice of buying the best educational supplies for the least 
amount of money should be a board of education policy, which will 
effectually care for such pressure as may be created. 

The direct activities of economic groups, which are usually the 
only ones that affect the school principal and the local schoo!, are 
easy to detect and are not difficult to deal with. Usually they include 
Eiving samples, prizes, or free educational supplies. Ordinarily na- 
tionally known products have little to gain from such advertising, 
Often the materials have direct teaching value. A general policy 
Which permits the school to appraise the products and accept what 
it can use will usually suffice. It is not to be inferred, of course, that 
€conomic groups have not tried to influence people nationally 
through legislation in ways which are inimical to the public good. 

ut such activities are not connected closely enough to the admin- 
istration of a single school to require serious consideration. 

Religious Groups. In smaller communities the pressure of the 

ominant Protestant sects frequently is successful in demanding that 
Certain clergymen appear at commencement or other school func- 
ions, or that commencement be held in the church in order to give it 
the benefit of the “proper” religious sanction. Other types of pres- 
Sure consist of the demand, sometimes written into law, that the 
ible be read in school. Quite generally the edition selected is the 
TOtestant King James version, which does not appeal to Jews, Ro- 
Man or Greek Catholics, or a number of other denominations. In 
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other communities there is a demand to dismiss children from school 
at certain times for religious instruction. And in certain areas the 
teaching in natural science is still scrutinized with zeal lest the youth 
be corrupted with the doctrine of organic evolution. Usually the 
pressure of religious groups, except in the smaller communities, 15 
not very severe. It can perhaps best be met by tactful insistence on 
complete separation of the school and the church. 

Temperance Groups. Temperance groups restrict themselves 
largely to (1) insisting that the evils of alcohol and tobacco be 
taught, (2) urging the principals to sponsor temperance essays OY 
poster contests, and (3) insisting that lectures representing the tem- 
perance groups be permitted to address school assemblies. How the 
latter can be handled expeditiously has already been discussed. The 
first can be, and usually is, taught satisfactorily in standard textbooks; 
although this does not always satisfy the more vocal advocates in the 
local community. Usually the demands for essay contests can be met 
by voluntary participation. Ordinarily these groups are not particu- 
larly active. But when they are, they are unusually difficult to den! 
with unless one has principles of practice regarding speakers anc 
sponsoring contests firmly established. 

Civic Organizations. Activities of civic organizations generally 
involve one or more of the following: (1) sponsoring essay contests, 
(2) awarding scholastic and merit prizes to superior pupils, (3) u8- 
ing the school to participate in community clean-up campaigns, V 
seeking to use the school to collect food and clothing for the poor E 
the community, (5) giving a free banquet to the football team at the 
end of the playing season, (6) seekin g to use the school as a collecting 
agency for funds to be used for outside purposes. 

Certainly none of these activities can be classified as undesirable 
in itself. But when civic organizations attempt to dictate the selec- 
tion of teachers or custodians, or to combine with one or another o 
the other groups to influence the program through indirect action: 
the problem is much more difficult to deal with. In such cases estab- 
lished policies relative to appointments or respecting the judicious 
use of advertising materials in the schools should be all that is needec- 
So long as organizations engage directly in propaganda there can s 
no quarrel with their right to express a particular point of view: It " 
with the indirect or hidden pressure that schools are likely to exper 
ence most of their difficulties. 
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Yeager!? has reported to a study of community groups in selected 
communities in Pennsylvania, Ohio, and West Virginia. He classed 
them as interest and pressure groups. Interest groups, in order, were 
ranked as (1) religious, (2) welfare and health, and (3) professional. 
From the standpoint of pressure the ranking was (1) industrial, (2) 
patriotic, and (3) welfare and health. In his interpretation of the 
study, he observed that their helpfulness, in general, had far out- 
Weighed their “harmful nature.” In summarizing the findings con- 
cerning the attitudes of schoolmen and board members concerning 
the rank order of benefit of the various groups are as follows: (1) 
Civic service, (2) Welfare and health, (3) Religious, (4) Patriotic, 
(5) Professional, (6) Miscellaneous, (7) Industrial, and (S) Political. 

Necessity for Knowing Community Reaction. The principal who 
has maintained contacts with existing organizations in the community 
is in an advantageous position to combat any influences which might 
Seriously harm the local schools. Such contacts will be invaluable in 
uncovering the “trouble spots” in the community. In every com- 
munity there will be inarticulation at times between the school and 
Some segment of the public. It is well to have as many contacts in 
the community as possible so that these dissatisfactions or evidences 
of inadequacy may be reported promptly and considered carefully. 
Many of these deficiencies will be such that the professional staff 
is already aware of them or has secured the evidence of maladjust- 
ment independently, but the reinforcement of this knowledge 
through other channels of communication is greatly to be desired. 

In cases of serious inarticulation between the school and part of 

le Community the principal cannot settle the problem. Rather, he 
Should report the matter to the superintendent and counsel with him, 
for fundamental policies are approved by the board of education on 
recommendation of the superintendent. Principals sometimes ask for 
the formation of a community council to advise with the faculty con- 
cerning matters of curriculum revision, administrative procedure, 
and the like. 

Avoiding Exploitation of Pupils. Some of the groups which have 

een mentioned and others which were not discussed attempt to 


exploit the children. This exploitation ranges all the way from trying 
n 19 Yeager, William A., School-Community Relations. New York: The Dryden 
7655, 1951, pp. 53-54. 
! Ibid., pp. 55-56. 
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to require every pupil to write a particular theme, to having pupils 
solicit or engage in spelling bees, hobby shows, athletic contests, or 
other activities which the pressure group wishes to promote. Per- 
haps the best protection which the school can provide against the 
exploitation of pupils is an adopted policy which permits the school 
to determine the activities pupils may engage in voluntarily. 

Conflicts in the Immediate School Environment. It is inevitable at 
times that conflicts will arise between pupils and teachers. These 
conflicts often result in friction between teacher and parent and a 
probable call on the principal by an irate parent. If the parent meets 
a sympathetic clerk who listens without committing herself, the fury 
of the storm is spent before the parent sees the principal. In such 
cases tact, sympathy, and understanding are usually all that are re- 
quired. If the principal sticks to facts which have been verified, only 
a minimum number of parents will refuse to see the general problem 
involved and to co-operate in eliminating the conflict. Later it may be 
necessary to effect a meeting of parent and teacher when both have 
cooled down sufficiently to be reasonable. Such a meeting should not 
be held unless the principal feels that there is a strong possibility of 
complete understanding. 

The Service Clubs. The service clubs, such as Rotary, Kiwanis, and 
Lions, seek the leaders in the community as members. Their avowe 
purpose is to work for the common good, the welfare of their fellow 
men. They are particularly interested in youth and not infrequently 
do considerable good for the underprivileged children in the com- 
munity. Some people deride service clubs because of their good fel- 
lowship, which is in some instances forced, and for their feigned on 
joyment of singing. There can be little doubt that membership 1 
such groups by principals affords contact with civic leaders, offers 
an unusual opportunity to interpret the schools to these community 
leaders casually and directly, and affords a social contact for the 
cloistered school executive which should be grasped eagerly. a 
many of the medium-sized communities these contacts have bee? 
made by the superintendent and somewhat less frequently by RO 
principals. 

Where Should the Principal Live? In many small or medium-sized 
communities the place of residence of the principal is not a matter 0 
importance as long as it is within the community and in a comforta 
and respectable section. Communities will not long retain a princip? 
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or teacher who spends as much time as possible away from the com- 
munity or maintains a residence in another community. In larger 
cities the question of maintaining residence within the district served 
by the local school is a perplexing one. 

If the district does not afford living quarters suitable for the cul- 
tural standards of the principal, he has no alternative but to live else- 
where, If the district affords suitable quarters, living in the area 
Served by the school not only saves time but enables him to perform 
his civic duties and to carry out his personal affairs among those 
With whom he works. For patrons to know the principal in the local 
district as a member of the lodge or church, as a neighbor, or through 
casual contacts causes them to respect him and recognize his effec- 
tiveness as an educational leader. And for the principal to know the 
patrons enables him to deal effectively with them in school and com- 
munity, A good principal will, of course, know many of the patrons 
of the school in due time through activities in the school or through 
Contacts with the home, irrespective of his place of residence. That 
such knowledge may be gained more quickly by living in the district 
Served by the school can scarcely be questioned. 

Public Speaking. To every principal come requests to address 
Women’s clubs, service clubs, or other organizations in the com- 
munity, To refuse such opportunities is to miss a splendid oppor- 
tunity to interpret the schools to the public. If a principal has any- 
thing to say—and if he does not he is a misfit in the principalship— 
te should present it clearly without attempting to be a wit or an 
Orator, A clear-cut statement delivered in an ordinary conversational 
tone will serve admirably. To refuse invitations because of modesty 
1S to miss one of the golden opportunities not only to present the 
School but to develop public relations with a group in the community, 

he Opportunities are so great that the principal who simply cannot 
Speak in public should take immediate steps to develop this ability. 

Personal Qualities. If the principal is to play his part as an educa- 
tional leader in the community, it is evident that he must possess the 
Innate qualities of leadership. He must have an understanding of the 
Underlying philosophy of the school system and must demonstrate 
in his personal life the influence of the best in education. Fortunately, 
Most principals are competent to handle their personal affairs. The 
"pression in the community of a principal who fails to pay his bills 
Promptly while he operates an expensive car, entertains lavishly, or 
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lives ostentatiously is disastrous. For the man temporarily in financial 
straits through illness or misfortune there will be sympathy and un- 
derstanding. For the careless, and certainly for the spendthrift, there 
will be quick elimination from the principalship. 

The community activities of the principal represent an important 
part of his responsibilities. They may not require more than a few 
hours per week, but that time should be made as productive as pos- 
sible. Ordinarily it is assumed that the principal is the key to a Sues 
cessful program of interpretation in the community. His activities 
within the community will demonstrate his interest in the welfare of 
the boys and girls. He may initiate some community activities and 
will be a part of many others. He will maintain close contact with 
the superintendent and will report the results of his efforts. Few 
principals will be recognized as successful if they fail in their com- 
munity duties. 
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DEVELOPMENT OF THE PRINCIPALSHIP 

The future of the school principalship as a professional position 
can be predicted only in the light of its past. It is therefore necessary 
to sketch the history of this position as a means of evaluating its 
development and determining its trend. 

The High School Principalship. The high school principalship is 
the oldest administrative position in American education. It ante- 
dates both the superintendency and the elementary school principal- 
ship. That the early high school principalship was not a professional 
Position as it is conceived in progressive school systems today is 
illustrated by the duties the early principal was called upon to per- 
form. 

The duties of master or principal of the early colonial secondary 
School were extremely varied. In addition to teaching and adminis- 
tering his school, he often served as town clerk, church chorister, 
official visitor of the sick, bell ringer of the church, grave digger, 
court messenger, and performed other occasional duties. 

The writings on the development of the public school principal- 
ship are meager. The public school system has developed so rapidly, 
and the people in charge of its operation as well as those who have 
studied school administration professionally have been so much 
engaged in developing the practical side of school administration, 
that the study of the evolution of the office has been neglected. 

In tracing the evolution of the high school principalship, Ensign 
names James Sturm of Strassburg, Germany, as the first great sec- 
ondary school administrator. Concerning this sixteenth century ad- 
ministrator Ensign says: 
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With wisdom beyond that of his years and period, and with skill purely 
found, even today, he organized the Strassburg Gymnasium so effective y 
that it became a model for all those great secondary schools which Ca 
many produced in a later century. But preliminary to this organization, i 
apparently inspected the entire educational equipment of the city oo 
modern phrase, conducted a genuine survey and, in the light of its find ing » 
builded his school to serve the higher scholastic needs of that communi n 
In a short time the school, established on this scientific basis, papam 
six hundred boys or more, this at a time when, as a rule, secondary schoo! d 
were small, usually a score or two of boys clustered about a single master. 


Sturm did not do much teaching but busied himself with other 
activities of the professional principal. From what has been spite 
about him, he may truly be called a competent school administrator. 
Thathe was an important educational figure is attested by the evalu- 
ation which follows: 


Sturm was not only a wise administrator, a scholar, and a prolific writer 
but also a builder of curriculums, a student of values, an authority mg 
his colleagues, and a commanding figure in educational leadership 
Europe for two score years or more.? 


While the Latin grammar school in New England had an impor- 
tant place in the historical development of the American secondary 
school, its size was not conducive to the development of outstanding 
administrators. Outstanding teachers, however, were not puis. 
one of the greatest of these was Ezekiel Cheever. Concerning his 
administrative achievements, Ensign states: 


. and while we look to Ezekiel Cheever as a great schoolmaster a 
educational authority, he was not, in the modern sense, an administra v 
He taught and flogged and wrote. He inspired boys; he stood a worthy pi 
of citizenship in his community, but his administration duties were en 
to the routine of a little school and, at most, to an organization requi 


but one teacher in addition to himself. 


The academy likewise was a small institution. At its peak it 3s 
rolled slightly more than a quarter million youths, or about 40 pur 
per school, and its staff, on the average, consisted of the headmasten 
or principal as he was sometimes called, and one or two asilo ae 
It is fair to assume that the headship of such a school gave litt 

1 F. C. Ensign, “Evolution of the High School Principalship," School Revie 


Vol. XXXI (March 1923), 181-182. m. 
? Ibid., p. 183. s Ibid, p. 18 
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Opportunity to demonstrate administrative or supervisory compe- 
tence. The academy produced its share of great teachers, but none 
of them stands out as a school administrator in the modern sense of 
the term. 

Development of the Principalship in City Schools. While the ele- 
mentary school principalship does not extend backward in point of 
time so far as does the high school principalship, it began to emerge a 
century ago. Cities developed rapidly in the United States after 1830, 
and school enrollments, especially in the elementary schools, in- 
creased at a very rapid rate. In the fast-growing cities the number of 
schools and their increasing enrollments made it physically impos- 
sible for the superintendent to administer and supervise the work of 
the individual schools in person. It was evident that some one must 
be responsible for the organization of the school. This individual 
must see that there was continuity of teaching materials and that 
pupils progressed through the grades in an orderly manner. Con- 
Sequently the superintendent turned to the head teacher in these 
local schools as the person best qualified to carry out his policies. 

In an earlier day it had been a frequent practice to have reading 
and writing schools housed in the same building. The grammar mas- 
ter presided over the reading school and the writing master over the 
other, Children usually spent a half day with each master. The 
divided authority quite naturally hindered the development of local 
school administration. The Lancastrian, or monitorial, system also 
hindered the grading of the schools, since under this system one 
Person was responsible for the instruction, although he was assisted 
by a number of monitors. At first the person in charge of the schools 
Was known as the “principal teacher" or “headmaster,” the latter 
term being one in common use today to designate the administrative 
head of a private school. The former, shortened to principal, is the 
Common term used to designate the person responsible for a public 
School, 

As might well be expected, the relations between the principal 
teacher and the other teachers were not clearly defined and could 
€asily become a source of friction. The early records of Cincinnati 
show how the school committee differentiated between the respec- 
tive duties of principal teachers and teachers in 1889:4 


4 Tenth Annual Report of the Common Schools of Cincinnati (1839), pp. 22-24. 
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The principal teacher was: (1) to function as the head of the school 
charged to his care; (2) to regulate the classes and course of instruc- 
tion of all the pupils, whether they occupied his room or the rooms 
of other teachers; (3) to discover any defects in school aud apply 
remedies; (4) to make defects known to the visitor or trustee of ward, 
or district, if he were unable to remedy conditions; (5) to give neces- 
sary instruction to his assistants; (6) to classify pupils; (7) to safe- 
guard school houses and furniture; (8) to keep the school clean; (9) 
to instruct assistants; (10) to refrain from impairing the standing of 
assistants, especially in the eyes of their pupils; (11) to require the 
co-operation of his assistants. 

The assistant teachers, on the other hand, were: (1) to regard the 
principal teacher as the head of the school; (2) to observe his di- 
rections; (3) to guard his reputation; (4) to make themselves thor- 
oughly acquainted with the rules and regulations adopted for the 
government of the schools. . 

The committee further pointed out that principal teachers wena 
selected on account of their knowledge of teaching methods, rae 
acteristics of children, and common problems of schools. Lack a 
firmness in the performance of duties by the principal teacher er 
at times felt by the trustees. Many assistant teachers were so We 
versed in their work as to require little or no working relations. Mu- 
tual co-operation between principal and assistant teachers was espe" 
cially important, the committee felt, because of frequent changes 
the teaching personnel, and because, without it, good order anc 
teaching efforts would suffer. n 

It is claimed that one of the first elementary schools to have : : 
departments united under an administrative principal was E 
Quincy School in Boston in 1847. John Philbrick, the principal of the 
school, who later became the Superintendent of Schools in pua 
is generally credited with this achievement; however, Pierce E 
shown that the policy of placing all departments of a school x 
the direction of one person was practiced in Cincinnati prior to 1839. 

The cities of the Middle West had less trouble in eliminating m 
“double-headed,” or reading and writing, schools than in the n 
where these schools had become more firmly entrenched. philbric 


:ncipal- 
5 Paul R. Pierce, The Origin and Development of the Public School Princip 
ship. Chicago: University of Chicago Press, 1935, p9: 
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was able to eradicate them in Boston by 1855. In New York, how- 
ever, there were a dozen or more such schools at the end of the 
nineteenth century. 

By the middle of the nineteenth century the status of the principal- 
ship in large cities was as follows: (1) a teaching male principal was 
the controlling head of the school; (2) female and primary depart- 
ments had women principals under the direction of the male prin- 
cipal; and (3) the principal had prescribed duties which were limited 
largely to discipline, routine administrative acts, and grading of 
pupils in the various rooms.* 

Release of Principals from Teaching. In order to carry out their 
duties efficiently, the principals were frequently released from teach- 
ing part of the time. As early as 1857 the principals in some of the 
Schools in Boston were relieved of their teaching duties for part of 
each day, and in other schools one or two half-days a week were set 
aside for inspection and examination of classes other than their own. 
A teacher known as the head assistant took charge of the principal's 
class during these periods. Other cities employed similar plans to 
free the principal for the performance of administrative and super- 
Visory duties which were beginning to emerge. 

During the period from the middle of the nineteenth century to 
1900 a shift occurred in the administrative duties prescribed for prin- 
cipals, New duties, such as responsibility for organization and general 
management, and control of pupils and buildings and grounds, were 
required. School authorities were beginning to realize that the prin- 
Cipalship offered professional opportunities. The individual who 
merely met emergencies as they arose in the local school was no 
longer entirely satisfactory. 

During the last half of the nineteenth century the prestige of the 
Principalship was greatly enhanced. In the large cities the principal 
gained the right to decide which pupils should be promoted. Orders 
to teachers from the central office were sent through his hands. He 
gained the right to have a part in the transfer and assignment of 
teachers, The last responsibility was important to the local school, 
Since the supply of trained teachers in cities was not always equal 
to the demand. However, if a principal wished to keep a teacher who 
desired to teach in a better part of the city, particularly if it was 


8 Ibid., p. 12. 
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nearer her home, his wishes were likely to be ignored. The principal 
also was expected to enforce standards which would safeguard the 
health and morals of the pupils, to rate and supervise the Junto 
and to requisition both educational and maintenance supplies ie 
equipment. By the year 1900 the principal in city systems was clearly 
recognized as the administrative head of his school. ix 

Changes in Duties in Recent Years. By 1900 it was VENE, s 
principals in large cities to select their administrative assistants. T ney 
had also gained the right to choose cadets to assume full teaching 
status in the schools, and to assign or transfer teachers to their duties 
within the building except when salary increments were involved. ! 

Clerical help had to be provided if the principal was to be n 
lieved from routine tasks to give attention to important pikemo 
duties. In large cities the first and second decades of the peen 
century saw the principals office staffed with clerical assistan 
roughly in proportion to his needs. It was usually not an easy im 
to secure adequate clerical help in a public school office. he nm 
relief for the principal from clerical routine was secured by ume 
substitute teachers on a part-time basis. It is now generally conced s 
that a clerk should be provided in a school on the basis of appro? h 
mately one for each 20 teachers in the elementary school or for eac 
500 pupils enrolled in the high school. . 

As the schools were increased in size, the problems of heini 
ventilating, and caring for buildings by the custodial staff iere 
enormously. In most moderate-sized and large cities the Saas 
was generally relieved of direct responsibility for the condition © "t 
school plant, except for those duties of a general supervisory Mee 
acter. The development tended to free the principal for education, 
leadership instead of burdening him with details. However not A 
principals have taken this view. Some seem to think that the ¢ à 
veloping responsibilities of the head engineer or custodian infringi 
on administrative prerogatives. Occasionally unfortunate situati * 
have arisen between the principal and the head engineer. althoug™ 
happily, such cases have been relatively infrequent. p. 

During the early years of the twentieth century many ptione 
experimented with various ways to break the *lockstep" of jl 
graded system. Whereas their efforts had been focused on ee: 
rating the graded system for 50 or 75 years preceding, they Were ue 
trying to remedy the defects which had become apparent 1? 
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Various plans were tried, often with success, to individualize instruc- 
tion or to care for individual differences. 

The organization and supervision of the extracurricular duties in 
both elementary and high schools have become increasingly im- 
portant since 1920. How such duties are cared for constitutes a 
challenge to the principal's competence as a school administrator. 

The Rise of Supervision by Principals. The administrative duties 
of the principal developed before his supervisory function was fully 
realized; and, as a result, the former have often tended to monopolize 
the major portion of the principal's time. Quite generally the super- 
intendent intended to improve the instruction in the schools, as was 
expected of him. In many of the smaller school systems supervision 
is still his function and is performed by him if it is done at all. 

The rapid growth of the schools, the necessity for classification of 
Pupils, installation of graded courses of study, and the introduction 
of new or "special" subjects, such as music and art, demanded more 
time than the superintendent could give. Consequently the principal 
Was assigned to do this extremely important work for the superin- 
tendent. As early as 1850 in Cincinnati the principals had included 
many if not most of the phases of modern supervisory programs in 
their work as they conducted teachers meetings, visited classes, 
measured the efficiency of instruction, adjusted pupils’ difficulties, 
rated teachers, and gave them instruction in methods of teaching. 

Although it has not been general policy for principals to inaugu- 
rate educational innovations in the schools, yet in individual schools 
Principals have been responsible for developments such as cooking 
Classes, sewing classes, manual training in high schools, and con- 
Structive activities in the elementary schools. When the support of 
boards of education has not been forthcoming to inaugurate the 
enterprises, especially in the home and industrial arts, individual 
Principals in some instances have secured subsidization of the proj- 
ects by wealthy citizens until the funds were forthcoming from the 
Proper sources. 

During the last quarter of the nineteenth century the principal’s 
Position as the supervisory head of the school became well estab- 
lished in large cities. His responsible position was recognized and 
Tespected by both teachers and supervisors from the central office. 

he principals had the opportunity to exert creative leadership in 

he improvement of instruction, but only a few did so. Perhaps the 
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principal should not be too greatly censured, for his shortcomings in 
supervisory work were not apparent before 1900 if he maintained 
proper discipline, kept the teachers uniformly covering the courses 
of study, and secured reasonable conformity to the methods favored 
in the central office. 

The early supervisory activities of the principal were centered in 
the development of a well-graded system of schools—the ideal for 
which most of the superintendents were striving. Although the prin- 
cipal generally attempted what the superintendent requested, he 
also opposed the latter's policies successfully in some instances. It 
is fair to characterize the supervision by the principal before 1900 
as inspection. He visited classes, quizzed the pupils, paid careful 
attention to the physical conditions in the room, and attempted to 
exert a genial influence wherever he went. Unfortunately this con- 
ception of supervision has not entirely disappeared from the public 
schools even today. n 

Present-Day Supervisory Responsibilities of Principals. The princi- 
pal is now held responsible for the improvement of instruction. as 
well as for management, in the local school. Techniques for this 
important function are still often rudimentary with some principals» 
who do not use the opportunities which are theirs. It is probably 
true that entirely too little of the time of many principals is spent 
in improving instruction in their schools. The organization of specta 
rooms for atypical children, double-track plans, and other plans ° 
organization which have been mentioned in other chapters may be 
just as truly supervisory as administrative if the principal does some- 
thing to see that the character of the instruction is changed to mee 
the needs of the pupils. 

Since 1920 standardized tests of ability and achievement have 
come to be used widely in the supervisory program. Testing tend" 
to make supervision more objective and to improve the teacher" 
principal relation as it affects instruction. The testing movement ha* 
done much to improve supervision. Quite recently principals have 
had a part in, and sometimes have initiated, curriculum revision: A 
sector of supervision that is intimately related to planning for indi- 
vidualized instruction or caring for individual differences in the 
abilities of pupils. Since 1925 principals have been expected to use 
the research findings of educational science in supervision. ; 

Relations of the Principal to the Central Office. In large cities d 
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sistant and deputy superintendents appeared as early as 1850. It was 
inevitable that some friction should occur between this officer and 
the principal, especially when their duties were not clearly defined. 
The intermediate executive officers in large cities were appointed to 
Secure more adequate supervision of local schools. However, the 
district superintendents in general have tended to neglect their su- 
pervisory duties and to become subordinate administrators, who fre- 
quently interfere with the effective functioning of the principal in his 
relations with the central office. 

With the development of the testing movement the relation of 
the principal and the general supervisors from the central office have 
been improved, since there is now an impersonal and objective basis 
9n which to judge the effectiveness of instruction in the light of the 
ability of the pupils. Special supervisors followed the inauguration 
of the so-called special subjects. 

Since 1930 it has been general policy to make the supervisors of 
Special subjects technical assistants available on call by the principal. 
The principal is the official primarily responsible for supervision. A 
Principal, of course, may not use the technical help available. If he 
does not do so, and his school is deficient in instruction in these areas, 
he rightly should have an embarrassing time explaining to the cen- 
tral office why he has not used this help. However, the decision as 
to whether or not to use it is his. The relation between the principal 
and special supervisors is characterized as one of the most successful 
developments in city school administration. 

Local Leadership by the Principal. The first responsibilities of 
Principals in the local community were to facilitate the discipline of 
Pupils and to protect the central administration from the complaints 
of citizens. Before 1900 superintendents had shown little interest in 
community support for the local school which could be, or had been, 
enlisted by the local principal. However, principals in local schools 
had already taken some initiative in providing educational leader- 
Ship for the area in which they were working. . 

In Detroit, the principal had established a mothers’ club at the 

Hancock School, the forerunner of the parent-teacher organization, 

he evidence shows that discussions between parents and teachers 
in this school had, among other things, reduced truancy and con- 
'agious diseases compared with previous years in the same school 
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and with other schools for the same period. Accordingly, similar 
clubs were inaugurated in the other schools in Detroit. 

As early as 1881 the principals of Boston had secured loans of 
suitable books from the public libraries in order to supplement the 
school's collection for instructional purposes. Incidentally, the prac- 
tice is still followed frequently whenever the local school does not 
possess an adequate library. It may, indeed, be one step in the build- 
ing of a library for the school. Chicago, according to Pierce, was the 
city that first inaugurated evening entertainments and lectures for 
parents. This was the forerunner of the school as a community 
social center. 

In the closing years of the nineteenth and the early years of the 

_ twentieth centuries individual cities and schools organized penny 
lunches, school baths, home gardens, school savings systems, and 
other services which cared for specific needs in a local area of a 
city. During the two World Wars principals, teachers and pupils 
engaged in the support of community activities designed to further 
the interest of the country in war services. Particularly in foreign 
sections of large cities the local schools undoubtedly exerted an x 
fluence on the adults through the children in a way which no other 
agency could do. ; 

More recently principals have lent their efforts to such community 
enterprises as neighborhood clean-up campaigns, Red Cross IO 
calls, and the sane celebration of holidays. The reduction in vanda* 
ism at Hallowe'en in districts where principals have built up a š 
proper sentiment among pupils is very noteworthy. Safety p 
are conspicuous features of school organization in nearly every em 
and hamlet in America. The impetus to launch the safety pass 
came not from the principals but from those business organization 
which had a direct monetary interest in fewer automobile accidents. 
The principals have enthusiastically sponsored the movement 2? 
have thus given a desirable training to their pupils in promoti” 
pedestrian safety of school children. jn- 

Recently there has been some discussion of the liability of pP 
cipals in case of accidents in which pupil patrol leaders mig ce 
involved. So far no court decisions are available to furnish £U* ui 
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Opinion differs, but there is reason to believe that there is consider- 
able legal responsibility on the part of the principal for accidents 
occurring to patrol members or because of directions given by patrol 
members.’ 

At the high school level the pressure to include safe driving of 
the automobile as a part of the responsibility of the schools is cur- 
rently being exerted by the same interested organizations. 

Professional Organizations of Principals. The Department of Sec- 
ondary-School Principals was organized in 1916 at the Detroit meet- 
ing of the National Education Association. It has exerted an impor- 
tant influence on the professionalization of the high school prin- 
cipalship. Today it has a membership of over 12,500, the largest of 
any professional administrative educational group. In 1920 the De- 
partment of Elementary-School Principals of the National Education 
Association was formed. This organization, which now has a mem- 
bership of approximately 10,000, has exerted a great influence in di- 
recting the attention of the elementary school principal to the sci- 
entific study of education. 

It is now common practice for graduate schools of education to 
offer training designed for men and women who intend to enter or 
to continue in the principalship as a career. The day has come in 
many school systems, and is approaching rapidly in others, when 
demonstrated competence in the classroom is an insufficient qualifi- 
cation to secure a principalship. There is in addition a specialized 
body of knowledge which the principal must know and use. 

That the principalship has achieved a position of importance 
among school administrators and respect in the minds of the lay 
public is due only in part to administrative regulations of boards of 
education and to the delegation of duties by the superintendent. To 
a far greater extent it is due to the creative and inventive powers of 
principals who have initiated and developed many of the forward- 
looking practices mentioned throughout this book. 

Co-operative Program in Educational Administration. In 1950 and. 
1951 the Cooperative Program in Educational Administration got un- 
der way in eight institutions: Harvard, Columbia Teachers College, 
The University of Chicago, The University of Texas, Peabody Col- 
lege for Teachers, Ohio State University, Stanford University, and 


» 
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the University of Oregon. The experimental program of action-re- 
search and in-service training was underwritten by the W. K. Kellogg 
Foundation in Battle Creek, Michigan with approximately $3,000,000. 
Later a grant was made to the Canadian Education Association 
begin a similar program in Canada. The American Association @ 
School Administrators, the association of Chief State School Officers, 
and the County Superintendents Association are represented in Bie 
Developmental Committee which was influential in securing the 
grant and in shaping general policies. : 

Most of the programs to date have been concerned with the Supe 
intendency. But, as the five-year program develops, there is more 
research being carried out about the principalship, for it is p 
that half of the superintendents are recruited directly from the hig : 
school principalship,? and considerably more than one-half ui 
held principalships at some time in their professional careers. is 
this writing the findings are too fragmentary to be reported. a 
ever, there can be no doubt that findings of great importance to Pa 
professional principal will be available at the conclusion of the 
study. 

In-Service Training. It is generally agreed that in-service develop- 
ment is necessary for all school administrators. This takes iei 
forms, such as conferences, workshops, professional reading groupa 
and summer school attendance. Whether this is a responsibility i. 
the state department of education, the training institutions, faa 
professional organizations has not been settled. Probably a poen 
tion of all three groups working together and planning the e ms 
in terms of the wishes and desires of the principals in the sc^ oh 
offices, in light of the research now becoming available — 
CPEA has the greatest promise. Certainly it will need to pie 
practical and realistic than are some of the graduate courses 0 eis of 
for certification." There is also a growing feeling that some for d 
internship experience is desirable, and several graduate peut d 
are including internship experiences. But whether such p 
should be as an administrative assistant to a superintendent, a55 


sinistra 
9 National Education Association, American Association of School Admin ton 
tors, The American School Superintendency (Thirtieth Yearbook). Washi 
D.C.: The Association, 1952, p. 447. ; the Pre 
10 See C. E. Hoshall, "High School Principals Suggest Changes in Second- 
Service Education of Principals,” Bulletin 181, National Association of 
ary-School Principals, pp. 63-67. 
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ant toa principal in a school, or as an “extern” in the community 
agency dealing with young people, or a combination of these, re- 
mains to be decided. 


NEEDED QUALIFICATIONS FOR THE PRINCIPALSHIP 

General Qualifications. The principalship of a school is a strategic 
position in city school administration. On the one hand the prin- 
cipal is the representative of the superintendent of schools in the 
local district; on the other he is the professional leader of the 
teachers, pupils, and patrons of his school. The amount of time he 
will devote to these duties depends on the size of the school and the 
philosophy of organization that underlies the particular system in 
which he is employed. The intimate contact with pupils and teachers 
is one of the outstanding characteristics of the principalship. The in- 
dividual who cannot or does not care to Work with other persons or 
With small children or adolescents should not seek a career in the 
School principalship. The person who is not competent or is unwill- 
ing to deal with women teachers or little children should particularly 
avoid the elementary principalship. Herein lie the difficulties of trans- 
ferring from a high school teaching position to an elementary school 
Principalship, a practice which is not at all uncommon in large city 


Systems, B 
The personal qualities that the successful principal should have are 


important. A successful principal should be a superior organizer 
and a skilled administrator. He should be able to administer his 
school witliout allowing it to consume his entire time. He must have 
“ome time for the supervision of instruction which is a thoughtful 
and therefore a time-consuming process. A principal should also be 
& wise and discreet executive who handles parents with tact, firm- 
ness, and skill. Many problems confronting the principal require in- 
Stant decisions. If he is to be an efficient executive, he must be able 
to make decisions promptly and correctly. An executive will, of 
Course, delegate such responsibilities as he can; the others he will 
cheerfully assume and effectively discharge. 

The principal must also be a good business manager. The financial 
details of extracurricular activities, the lunchroom, the school store, 
and other activities must be cared for in a businesslike manner. The 
requisitioning of supplies and their proper and prompt delivery 
throughout the building as well as their economical use are problems 


580 THE PRINCIPAL AND THE PRINCIPALSHIP 


over which a careless or nonprofessional principal might spend his 
entire time. 

Personal Qualifications. The principal should have demonstrated 
his own competence to teach if he is to recognize good teaching 
when he sees it in the classroom. Of course, he should be so well 
versed in the theory and practice of education that he recognizes ac- 
ceptable forms of good teaching other than the particular ones of 
which he is master. On the personal side there are a number of quali- 
ties which make success easier; indeed their absence may well cause 
one to be a failure. 

It is important that the principal possess good health and that he 
be free from physical deformities and defects in speech or hearing. 
Certainly the principal should be a “normal” individual. For example, 
the male principal should not be effeminate. Nor should he be seri- 
ously undersized or overweight, for either characteristic makes it 
difficult for him to be maximally effective in his position. 

More important than any physical characteristics are the mental. 
It is essential that he possess intelligence of a high order to enable 
him to acquire the technical training required for the position; this is 
a task which is constantly increasing. It is important, too, that à 
principal be broad-minded and open-minded, since all types of chil- 
dren in society attend the school. Some practices that he will find 
among groups of children will require broad-mindedness in being 
dealt with. 

Personal charm may be mentioned as an extremely desirable at- 
tribute of the principal. Certainly an even temper is an asset to any- 
one who deals with the public and especially with children. Promp 
ness and regularity are assets which will be appreciated by Bem 
patrons and teachers and will greatly facilitate the routine manag 
ment of the school. The pompous manners of some educational ac 
ministrators of the past are fortunately passing. zd 

Ability to Enlist Co-operation. Closely related to the lack of reg" 
for the feelings of others, and failure to exercise tact, sympathy de 1 
friendliness, is the human trait of self-glorification. It is very ol 
mon for principals to speak of *my" school instead of “our le 
The school exists for the children and belongs to the community. ay 
principal is hired to administer and supervise it in order that it i 
be improved. Without the co-operation of the teaching corp’: who 
put into practice the ideas the principal is trying to promote and ad- 
frequently improve on them in the process, there would be no 
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vancement in the practices of teaching. It is very easy and quite hu- 
man to take the glory for desirable improvements or innovations in a 
school system and to pass over lightly the important contributions of 
others to the enterprise. A wise principal should commend his faculty 
in speech and in print for its contributions to educational progress, 
and he should minimize his own part. In the local community it is 
important to keep the names of the teachers and the school before 
the public. 

If a principal is qualified to hold a responsible position he should 
encourage teachers to experiment within the limits which educa- 
tional science approves. This may take one of many forms, such as 
controlled experiments in various methods of teaching supported by 
àn adequate testing program, modification of the curriculum to care 
for individual differences in abilities or aptitudes, or curriculum 
construction or revision. It follows as a corollary that any principal 
Who stimulates or allows a teacher to depart from traditional prac- 
tices will support that teacher when and if the necessity arises. There 
is always strong likelihood that any new venture will be criticized by 
Some community groups on the ground of cost, "fads and frills,” or 
just difference from what the patrons experienced in the schools 
provided for an earlier generation. à 

It follows also as a second corollary that a wise principal will not 
introduce extensive innovations until he has convinced his superior 
officers of the practicability of his plans and has secured their sanc- 
tion. Furthermore, the responsible community groups must be in- 
terested in and made favorable to any extensive revision of the 
Schools as they are. If the principal has a superintendent or inter- 
mediate executive officer to whom he reports, this does not relieve 
him of the responsibility of community leadership. In case the prin- 
Cipal is the chief executive officer of the board of education, the 
neglect of community support for educational change is almost cer- 
tain to result in his early elimination and a return to the traditional 
Practice which previously prevailed. 

Eikenberry lists as desirable personal qualifications (1) compelling 
philosophy of education, (2) demonstrated capacity for leadership, 
and (3) understanding democratic principles and processes.!! 


Hp. ug Eikenberrv, "Standards for the Secondary-School Principalship," Bul- 
letin 153 (March 1948), National Association of Secondary-School Principals, pp. 
24-96, 
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A research study, prepared for the Twenty-Seventh Yearbook of 
the Department of Elementary School Principals, summarizes these 
qualities as follows: 


Table 112 
Frequency 
of 
Quality Mention 

Ability to get along with peopl 150 
Personality Tee 
Leadership 1a 
Organizing and executive ab 51 
Tact and diplomacy ............ 87 
Good judgment and common sense 85 
Professional attitude ............... 34 
Interest in, liking for, and understanding of children 34 
Ability to teach . 33 
Character 33 
Appearance .............. 32 
Poise and emotiona 28 
Social adjustment ... 2T 
Health, energy, and vigor 27 
Ability to supervise and help teachers grow 21 
Interest in community affairs E 


Among the items listed by fewer than twenty superintendents 
are: desire to improve, ability in public relations, willingness 19 
work, culture, scholarship, intelligence, loyalt e of humor, 
sympathy, voice, democratic attitude, prog ssiveness, initiative, 
enthusiasm. 


Experience of the Principal. The elementary has been i at 
chiefly from the teaching ranks after long experience. The usual "i 
of promotion has been from classroom teaching to a teaching Ps 
palship, and then on to the supervising principalship. In large €! e 
men who have demonstrated competence as superintendents d 
schools in small cities are sometimes brought in as supervising a 
mentary principals. In some school systems the elementary gon ia 
principalship is a stepping stone to the junior high school qune A 
ship. Other educational positions which junior high school pH. 
held preceding appointment are senior high school teaching, e s- 
high school principalship, and superintendency of small school sy 

12 National Education Association, Department of Elementary-School pine 


y enty" 
pals, The Elementary School Principalship—Today and Tomorrow (Tw 
Seventh Yearbook), Vol. XXVIII, No. 1 (September 1948), p. 138. 
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tem. Few principals attain their positions directly from the vice 
principalship. 

The senior high school principal has had a somewhat different 
background. More persons come to the high school principalship 
from high school teaching than from any other source. In a recent 
Survey the positions which had most commonly been held by high 
School principals before appointment were high school teaching 
and another principalship.'? In many cities the line of promotion is 
from elementary school principalship to junior high school principal- 
Ship and then to the senior high school principalship. This practice 
can be defended on the grounds of morale in the system, and such a 
promotional policy is desired by many principals because of salary 
differentials. If salary is equivalent for equal training and experi- 
ence in a city system, it would seem wise to leave the competent 
elementary principals where they are functioning effectively and to 
seek the high school principals elsewhere, even outside the system 
if necessary. 

The Training of School Principals. A recent study of 561 princi- 
pals, reported by Farmer, indicates that the master’s degree is gen- 
erally the highest earned degree. In this connection Farmer says: 


The evidence from this study indicates strongly that the public high- 
school principalship is growing into a professional position. In former 
years the principalship was held by one of the more mature teachers, with- 
out too much thought given to his professional qualifications. Efforts of 
accrediting associations increased the educational requirements for the 
high-school principalship with the result that the position began to assume 
more importance in the educational field. A Bachelor's degree was ample 
qualification for the earlier principalship. In fact, there were many princi- 
pals who did not even have this degree. All of the high-school principals 
Studied in this survey have had at least a Bachelor's degree with nearly 
three fourths possessing their Master's degree. Not only have the number 
of principals with higher degrees increased, but many more have also had 
Some educational teaching experience before entering upon the high-school 
principalship. This interneship is part of the professional development of 
the principalship. Prospective principals can view the principalship as a 
desired position, and in turn be viewed by schools as vossible men for the 
Pprincipalship.14 


18 F, M. Farmer, “The Public High School Principalship," Bulletin 154 (April 
1948), National Association of Secondary-School Principals, p. 90. 
14 Farmer, op. cit., p. 86. 
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Ninety-seven per cent of the supervising elementary principals in 
1948 had a bachelor's degree, and 90 per cent have had some gradu- 
ate training. In 1948, 64 per cent of the supervising elementary prin- 
cipals had a master's degree; twenty years earlier only 15 per cent of 
the elementary principals held graduate degrees. Of the teaching 
principals 88 per cent had a bachelor's degree and 38 per cent had 
the master's degree. Twenty years earlier 80 per cent of the teaching 
e'ementary principals had no college degree.'? Clearly there has 
been progress in developing the public school principalship insofar 
as professional preparation in colleges and universities is concerned. 

Principals of high schools have had a greater amount of training 
than principals of elementary schools, and the training of principals 
in the large schools has been greater than in the small schools. It is 
only natural that junior and senior high school principals should 
have acquired more training than elementary school principals be- 
cause of salary differentials. This does not imply that greater tam- 
ing is required for the secondary school principalship, nor that it 15 
more important. 

On the whole it is fair to say that principals are generally better 
trained than teachers, that the master's degree is becoming almost a 
prerequisite for the selection of principals, and that the doctor $ de- 
gree has not yet been required of many public school principals. 
There is reason to believe that persons who aspire to the most 1m- 
portant principalships will in the future seek the doctor's degree wita 
greater frequency than in the past. 


SALARIES PAID TO SCHOOL PRINCIPALS 

Median Salaries in City Systems. The data presented in Tabib 
reveal the mean salaries paid to different types of principals in 2,6 l 
cities of the United States in 1952-1953. The range of salaries is natu 
rally very great. In elementary schools in cities between 2,500 os 
5,000 population the lowest salary paid to teaching principals ke 
less than $2,400, whereas in cities of 500,000 population and er 
highest salary paid to the elementary principal was $9,500 to $9, ie, 
For high schoo! principals the range in salaries is also great, zon 
from below $2,400 in the smallest group of cities to $12,000 in 
cities of over 500,000 population. of 

The high school principalship pays more than any other typ? 


2 


25; p ds 
15 National Education Association, The Elementary School Principalshi,?» p 
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principalship in all sizes of cities, and the junior high school princi- 
palship pays the second largest salary in cities of over 5,000 popula- 
tion. In cities under 5,000 population the supervising elementary 
principalship, where it existed, was more remunerative in 1952— 
1958 than was the junior high school principalship. The teaching ele- 
mentary principalship, as would be expected, paid less than the 
other types. These salaries, even though most of them are modest, 
were considerably higher than those paid to teachers in the same 
Systems. In general, the salaries paid to well-trained principals are 
Such that the principalship may well be chosen as a career by people 
Who have an interest in school administration and are willing to se- 
cure the necessary training. 


Table 2 


MEAN SALARIES PAID PRINCIPALS IN THE 
UNITED States 1N 1951-195216 


Population of Cities 
(in thousands) 


Cities over 100— 30- 10- 5- 2.5- 
500 500 100 30 10 5 
Teaching Elementary 
Principals: sssssnsrinuanan «$5100 $4238 $4183 $3940 $3618 $3518 
Supervising Elementary 
Principals |... 7254 5714 5848 4954 4568 4391 
Junior High Prin ipals 


Mereenie, abi aidan quani 8954 83993 8807 
8168 6808 5946 5315 4687 4091 
TED pubs 4388 4019 8948 


High School Principals 
Supervisory sss 9335 6875 6603 5781 5167 4788 


METHODS OF SELECTING PRINCIPALS 
Merit System Generally Used. The principal should be nominated 
by the superintendent of schools, subject to ratification by the board 
of education. Nominations should be made from lists of either eligible 
Persons within the school system or competent persons from outside, 
The most competent person available, for the salary that can be 
offered, should be selected. Many cities do select the personnel for 


16 National Education Association, Salaries and Salary Schedules of Urban 
Shool Employees 1952-1953, Research Bulletin, Vol. XXXI, No. 2 (April 1953), 
1 and 82, 
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the principalship in this way. However, in recent years some cities 
have tended to eliminate from consideration persons outside the 
system, or have required a specified number of years of teaching ex 
perience in a particular system before an individual may ccs uad 
eligible for a school principalship. This practice automatically ex 
cludes many administrators who have already proved their gnp 
tence elsewhere. While the practice may be defended on the groun 
of improving morale in the local school system, it cannot be defended 
as a method of securing the best qualified person for the position a 
the salary that can be offered. In smaller school systems principals 
are usually selected on the basis of credentials and superior "nd 
ence, In large systems the use of some form of civil service is usually 
employed in the appointment of principals. — 
As a means of avoiding petty policies, favoritism, and nepotism in 
appointments, many cities use some type of competitive examina- 
tion in the preparation of eligible lists from which the nominations 
are made. In some cities examinations are held and the eligible lists 
prepared under rigid civil service regulations. Where civil dem 
methods are not followed, some cities require that the nimis 
represent an agreement among the educational executives of the 
central office; others require the superintendent to choose from : 
limited list of available candidates prepared by his associate OT pé 
sistant superintendents; still others permit the superintendent "a 
make his nominations from available personnel within or without th 
system on the basis of the applicant's credentials. "T— 
At least candidates for the principalship today must meet Que 
standards of academic education, professional preparation and pre’ i 
ous experience before even being eligible for consideration. If € 
petitive examinations are held, still further eliminations are Mir 
from the qualified group. Even in cities in which the responsibi ity 
for nomination rests solely with the superintendent, the choice 9 à 
principal focuses the attention of professional groups on dcn 
ards employed to such an extent that the superintendent is critica 
judged by the professional merit of his appointments. tates 
An estimate of the number of principalships in the United S iy 
places the figure at 16,000 for high schools and 21,000 for elemen™ 
schools. dicat 
Certification of Principals. The requirement of a special certi ers 
for principals or other administrative officers is a relatively new P 
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tice in education, which has developed largely since 1930. A recent 
study of certification requirements for the elementary school princi- 
palship, carried out for the Association, revealed that 20 states re- 
quire special certificates to serve as elementary school principals. In 
Seven additional states the certificate is provided for by law, but has 
not yet been made mandatory.'* A report by Eikenberry in 1951 in- 
dicates that a certificate is required for the high school principalship 
in 47 states, Massachusetts being the sole exception.!* In 25 states a 
full year of graduate professional study is required.!? Although cer- 
tification for high school principals dates back to 1915, the majority 
of the certificates have become effective since 1937.?? As would be 
expected, the states paying the highest salaries have the highest re- 
quirements. In many of our better positions the salary schedules 
recognize the doctors degree as well as the master's. Although the 
requirements are not high when considered as a whole, they repre- 
Sent substantial achievement over 25 years and indicate that the 
principalship is rapidly becoming a profession. 

Conditions of Employment. During the past quarter century 
teachers as a group have made rapid social gains through carefully 
prepared salary schedules, retirement provisions, tenure, and pro- 
visions for sick leave. The laws are somewhat ambiguous with respect 
to principals, since the general term used in most laws is "teachers." 
It is generally assumed, and so administered in practice, that princi- 
pals enjoy all perquisites of teachers except tenure. Although the laws 
Concerning tenure of principals and other administration affairs in 
the schools are not specific, what evidence we have from court deci- 
Sions tends to confirm the belief that principals hold tenure as class- 
TOOm teachers and not as school administrators. However, in 11 of the 
18 states that have continuing contract laws, principals are specifi- 
cally included. It is reasonable to conclude that the conditions of em- 
Ployment are at least as satisfactory for principals as for classroom 
teachers, 


17 Research Division, National Education Association, "State Certification of 
dementary School Principals," National Elementary Principal, Vol. 24 (June 
7 


13 D. H. Eikenberry, “Training and Experience Standards for Principals of 
Secondary Schools," Bulletin 181, National Association of Secondary-School 
Principals (November 1951), p. 9. 

18 Ibid., p. 12. 20 Ibid., p. 8. 
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THE PRINCIPALSHIP AS A CAREER 

Opportunities of the Principalship. The principalship varies jn at- 
tractiveness in different parts of the United States. Most positions 
are, of necessity, teaching principalships. Ambitious individuals 
would not care to spend a lifetime in such a position. Many principals 
who are furnished administrative assistants and clerical help are 
still merely building principals because of the rules in their particular 
systems or because of failure to plan their work effectively. When 
such conditions obtain by virtue of central office practice, the princi- 
palship cannot truly be called a profession. Well-trained principals 
do not care to spend their entire time in requisitioning and distribut- 
ing supplies, in doing clerical work, such as making reports, oF m 
seeing that clerical work is done; nor in answering the telephone, 
disciplining unruly children, or supervising the work of the janitor 
or custodians, although these duties are important in a well-admin1s- 
tered school, 

Happily it is not necessary to spend all one’s energies in such ui 
tivities. Well-trained principals can almost always find ample oppe 
tunity to help in solving the learning problems of children. 7 
opportunity does not exist in the school in which a principal is WO r 
ing, a well-trained person will have little difficulty in finding anothe 
position in which his talents will be used. 

It is fair to say that no job is perfect, but the advantage 
principalship outweigh the disadvantages. Farmer, in a recen" ?, 
revealed that the average high school principal is in the ™ 
ve a fact that indicates planning for a career in the princ! 
ship.? mA 

The most recent information with respect to the professional 
tion of elementary principals indicates that the principal is gos 
more voice in the selection and assignment of teachers, that he à a 
his faculty increasingly determine their class schedules; nm 3 
greater voice in selecting textbooks, in determining specific od 
lum content, in the selection of instructional supplies, in the prep 
tion of the budget, and in policy making.?? 

The salaries which may be expected by successful princ 
been indicated. It is fair to say that the better salaries, u$ 
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21 Farmer, F. M., “The Public High School Principalship,” P: 30. Iship» pp 


xem Education Association, The Elementary-School Principa 


THE PRINCIPAL AND THE PRINCIPALSHIP 589 


to the more mature and better-trained principals who hold the more 
responsible positions, are adjusted on a professional scale. Another 
measure of the principalship as a career would be the percentage of 
persons who, having entered the position, continue in it. Unfortu- 
nately such information is not available; however, the evidence as to 
the total educational experience would tend to show that the princi- 
palships are not considered "way stations" to another career. City 
high school principals have a total educational experience of over 
twenty years, with more than half of the time spent as school princi- 
pals. The supervising principals who were studied by the Committee 
Which prepared the Twenty-Seventh Yearbook of the Department of 
Elementary-School Principals had twenty-four years of educational 
experience, of which nearly one-half had been spent in the elemen- 
tary school principalship,?? and it is common observation that the 
principalship is the primary "training ground" for the superintend- 
ency, 

The principal must be a student of education and educational 
problems. He must find time for the analytical study of his duties and 
responsibilities and the appraisal of the work and activities of his 
school. On the basis of a broad factual knowledge of his position, he 
can project plans of a professional character. These things are neces- 
Sary if he is to play his proper role in improving the quality of the 
educational services to youth and furnish professional leadership to 
the school staff. The scope of his influence on education will be de- 
termined largely by his own conception of the possibilities inherent 
in the principalship. 
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Ability grouping, 75 
Absences, records, 451, 453, 454 
Accounting: 
extracurricular finance, 496—505 
financial, 493-94 
supplies, 478-79 
textbooks, 486-90 
Accounts: 
controlling, 499 
subsidiary, controlling, 499 
Accrediti SS ations: 
reports 
standardizing, requirements, 434-35 
Achievement: 
factors conditioning, 183-84 
tests, 178-79 
Activities: 
administration, 316-18 
aims, defined, 320 
assembly, school, 342-46 
athletics: 
intramural sports. 361-65 
interscholastic, 324-26, 365-68 
awards, 326 
class organization, 350 
clubs, 346-48 
co-curricular, 327-28 
commencement, 350-52 
continuing, recommendations for, 
321-922 
date of establishment, 300-02 
debating, 355-56 
developmental, 304 
developments since 1920, 302 
diagnostic, 304 
dramatics, 354-55 
elementary schools, in, 326-28 
extent, 328 
evaluation, 319-20, 328-31 
extracurricular, see Extracurricular 
activities 


Activities (cont.) 
financial support, 318-20, 339-40 
group, 304 
guidance in, 312 
varied character, 260 
guide service, 341 
handbook, 361 
history, 299-303 
homeroom, 349-50 
honor societies, 352 
inauguration of new, 321 
intramural sports, 361-65 
messenger service, 341 
music, 358 
newspaper, school, 358-60 
noon hour, 354 
offerings, 320-21 
out-of-school experiences, 357-58 
participation in: 
active, 323-24 
activity period, 311, 322-23 
contest, 324-26 
control, 309-10 
effects, 308-09 
extent, 306 
intramural sports, 362 
management by students, 334-42 
reasons for, evaluation, 329-30 
records, 319-13 
stimulating, 310-11 
training for, 313-14 
voluntary, 307-08 
parties, school, 353-54 
physical, classification for, 224 
plays, school, 354-55 
point system, 312 
program, nature, 3: 
provision for, 78 
publications, school, 358-61 
schedule, 322-94 
social, 341—42, 352-54 
speaking contests, 356 
speech, 354-55 


20-22 


595 


596 
Activities (cont.) 
sponsorship, 314-16 
student council, 334-42 
student court, 341-42 
student handbook, 339 
supervision, 316-18 
therapeutic, 304 
tours, 356-57 
training program, 313 
undesirable outcomes, 330-31 
values in, 304-06 
vital experiences, involving, 404-05 
yearbook or annual, 360-61 
youth groups, 238-40 
Activity period, 311, 322-23 
Activity ticket, 340-41 
Adjustment: . 
schools to pupil needs, 397—415 
tests, 182 
Administration: 
assemblies, school, 345—46 
custodial services, 531-33 
extracurricular activities, 316-18 
health program, 224 
interscholastic athletic contests, 
365-66 
intramural sports, 362 
office, time available for, 436 
office organization for, 435-43 
physical education program, 224 
school plant, 507-35 
service facilities, 521-31 
special education, 408 
Administrative: 
assistants, 438-39 
bulletin, 54-55 
forms: 


elementary schools, in, 452-56 
secondary schools, in, 448-52 
handbooks, 439-40 
suite, see Office, principal’s 
Adolescents: 
desire for counsel, 254-55 
need for guidance, 253-54 
Agencies: 
benevolent, 236-37 
religious, 237 
social, 236-37 
state, regulations, 434 
Air-borne infection, control, 526 
Akridge, G. H., 204 
Alumni association, 550 


INDEX 


American Association of School Ad- 
ministrators, 386, 578 
American Council on Education, 264, 
435 
American Educational Theatre Asso- 
ciation, 355 
American Federation of Labor, 386 
American Federation of Teachers, 386 
American Library Association, 189, 
191 
American National Theatre, 355 
American Red Cross, 21, 539 ` 
Anecdotal reports, 458 
Annual report, 64-65 
Aptitude tests, 181 
Assemblies, school, 342-46 
administering, 345-46 
financing, 344 
problems, 344-45 
standards for, 346 
types, 345 
Assignment, unit: 
adaptation, 401 
claims made for, 401-02 
Assignment sheet, teacher, 71-72 
Assistants: 
administrative, i am 
clerical, 23, 440. 
allocation of duties, 441-42 
library, "c 
rincipal, 23 
Finsibal and, relations, 85 
professional, responsibilities, 
teachers, 570 
Associations: 
accrediting: 
reports to, 472-73 — " 
standardizing, requirements, 


439-40 


484- 


alumni, eed — 
arent-teacher, 

p problems for, 551-52 
types, 552 

principals, 527 

teachers’, 385-86 

Athletics: 

interscholastic, 324-26, 365-68 
administration, 365-66 
relations, 367-68 

intramural sports, 361-65 
administering, 362 


i 65 
elementary schools, in, 3864- 


INDEX 


Athletics (cont.) 
intramural Sports (cont.) 
financing, 362-63 
participation in, program, 362 
relation to physical education, 
363 
Athletic schedules, 82-63 
Attendance, forms recording, 456 
Auditorium, 513-18 
fire drills in, 527 
location, 515 
requisites of good, 515-18 
size, 515 
uses, 514 
Authoritarian control, 39-40 
Autobiographies, guidance records, 
266 
Automobiles: 
parking, 529-30 
supervision, 529 
Awards, activity, 326 
Ayres, L. P,, 212 


B 


Bail, P. M., 104, 118 

Barnard, Henry, 118 

Bavely, Ernest, 355 

Beautification of buildings and facili- 
ties, 533-35 

Beck, R. H., 162 

Behavior traits, 471 

Benevolent agencies, 236-37 

Bicycles, supervision, 529 

Bills, payment, 499-501 

Blair, G. M., 141 

Block method, schedule-making, 76- 
77 


Board of education: 
extracurricular activities given fi- 
nancial support by, 318-19 
relations of principal with, 28-29 
rules and regulations, 14 
duties of principals, 4382-34 
Books, professional, 197 
Boyle, Regis L., 359 
Boy Scouts of America, 238, 357 
Boys’ State activities, 240, 357 
Brainard Occupational Preference In- 
ventory, 289 
Briggs, Ti LT 
Broad fields curriculum, 156, 158 
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j Brogue, E. B., 336, 338, 339 


Bryan, M. deG., 229 
Budget, school, 490-93 
Budget accounts, record form for, 492 
Building, school, see Plant, school 
Building hazards, guarding against, 
520-21 
Bulletins: 
administrative, 54-55 
closing school, 63-64 
extracurricular activities, 62 
information, daily, 61 
library, 191 
parents, to, 542-44 
supervisory, 120 
Business functions of principals, 475— 
505 
extracurricular finance, 496—505 
finance, school, problems, 490-94 
store, school, 494-95 
supplies and equipment, 475-85 
textbooks, free, 485-90 
transportation of pupils, 490 
Business groups, school and, 557 
Buswell, G. T., 133 


[e] 


Cafeteria, school, 229-30, 518-20 
Calendar, organizing, 60-61 
Callers, handling, 442-43 
Camp, school, 241-42, 415 
Campfire Girls, 238, 357 
Canadian Education Association, 578 
Cards, registration, preliminary, 69, 70 
Carter, G. C., 309 
Case conferences: 
reports, 459 
staff, 284-86 
Case studies, guidance, 283-84 
making, 141-44 
Caswell, H. L., 147, 204 
Central office: 
noneducational executives in, prin- 
cipal and, relations, 35-37 
policies, organization influenced by, 
27-38 
relations of principal to, 574-75 
staff officers, principal and, 34-35 
status of principal determined by, 
37-38 
Certification of principals, 586-87 
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Cheever, Ezekiel, 568 
Children's Aid Society, 229 
Civic organizations, school and, 558— 
59 
Civilian Conservation Corps, 233 
Classified Index of Occupations and 
Industries, 988 
Classrooms: 
library supplying materials for, 196 
list, 74 
temperature and humidity, 525-26 
utilization, 512-13 
visitation, 113-14 
record, 114-15 
time demands, 114 
Class organization, 350 
Class sections, assigning students to, 
87-89 
Clerical assistants, 23, 440-41 
allocating duties to, 441—492 
Clerks, see Clerical assistants 
Closing the school year, 63-65 
close of school, 63-64 
pupils leaving before, 63 
Clubs, 346-48 
chartering, 339 
classification, 347 
considerations which affect, 348 
curriculum and, 347-48 
programs in daily schedule, 348 
types, 346-47 
Co-curricular activities, 327-98 
Columbia Scholastic Press Association 
360 i 
Columbia University Press Confer- 
ence, 359 
Commencement, 350-52 
new types, 351-52 
programs, 549-50 
Commencement Manual, 351 
Common learning programs, schedule- 
making for, 93 
Common learnings, 159-61; see also 
Core curriculum 
Community: 
activities: 
hours allotted to, 19 
school and, 556 
business groups, 557 
center, school as, 554-55 
civic organizations, 558-59 


Contagion, prevention, 
Contests: 


Cook, W. W., 
Cooper, D. H 0 
Cooperative Curriculum Study. 11 

Co-operative Program in 


INDEX 


Community (cont.) 


conflicts in immediate school envi- 
ronment, 560 

co-ordinating councils, 555-56 

duties, 20-21 

time spent in, 539 

economic groups Oe 2s 

exploitation of pupils, avoiding, 
559-60 

improvement in, 249—43 

local leadership by principal, 575- 
TT 

organizations, influences, 19-21 —- 

pressure groups, demands by, 5 


principal in, 537-62 

econ necessity for knowing, 559 
relations in, 5: 
religious groups, 
service clubs, 560 
temperance groups, 558 
welfare in, 236-43 


Community Chest, 21, 236, 539 
Conferences: 


case, 459 T 
parent-teacher, 468-66 
pupil-parent-counselor, 290-94 
teachers, with, 115 

conducting, 115-16 


Conflicts: 


between teachers and pupils, 131, 
560 
schedule-making, in, 80-86 
conflict sheet, 80-84 
factors affecting, 84-96 


Conflict sheet, 80-84 


constructing, 80-8 1 


time needed to prepare, 8 
227 


1-84 


interscholastic athletic, 324-26, 
365-68 
elementary schools, ae 
intramural sports, 361—6* 
elementary schools, in, 364-65 
music, 358 
speaking, 356 
m 205, 215 
. 388 


ducation? 


Administration, 577-78 


INDEX 


Co-operative studies, 5-9 
Cooperative Study of Educational Ad- 
ministration, 100 
Cooperative Study of Secondary 
School Standards, 472 
Co-ordinating councils, 555-56 
Core curriculum, 156, 158-61 
schedule-making for, 93 
Corey, M., 121, 122 
Correlated curriculum, 156, 157-58 
Counseling, see also Guidance 
adolescents’ desire for, 254-55 
educational, 287-90 
extracurricular activities, 312 
physical examinations and, 226-27 
pupil-parent-counselor conference, 
290-94 
service, 440 
staff personnel for, selection, 262-63 
students, 286-87 
techniques, 280-95 
vocational, 287-90 
Counselors: 
guidance and counseling, selection, 
262-63 
guidance functionary, 277-80 
Councils: 
20-ordinating, 555-56 
student, see Student councils 
"Zounty, reports to, 472 
Cultural environment, factor condi- 
tioning achievement, 183 
Cumulative records, 264-65, 461 
pocket-file folders, 463-65 
variations in, 461—62 
Current events clubs, 347 
Curriculum: 
broad fields, 156, 158 
clubs and, 347—48 
construction: 
course of study, 153-54 
local school personnel, by, 152-53 
methods, 150-56 
role of principal in, 149-50 
"scissors and paste-pot," 151-52 
specialists, by, 152 
units, see Units, teaching 
core, 156, 158-61 
correlated, 156, 157-58 
defined, 148-49 
development in individual school, 
163-65 
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Curriculum (cont.) 
fused, 156, 157-58 
integrated, 156 
objectives, importance, 162-63 
organization, types, 156-65 
reconstruction, demands for, 146—48 
reorganized: 
high school, effectiveness, 162 
value of, evidence, 161-62 
revision: 
evaluation, 163 
importance, 146-50 
role of principal in, 149-50 
textbook as, 150-51 
revolt against, 151 
Custodial services, administration, 
531-33 
Custodial staff: 
acquaintance with, 53 
personnel, 531-32 
relations with, 533 


wages paid, 532-33 
D 


Dalton Plan, 398-99 
Dean of boys, of girls, 23 
guidance functionary, 278-79 
Debating, 355-56 
Decorations, school, 534-35 
Defacement, plant, 528 
Deficiencies of pupils: 
informing parents, 63 
removed, handling, 57 
subject, provisions for students 
with, 143-44 
Delegating responsibility, 15-17, 23 
Demands made on principals, 3-23 
community: 
duties, 20-21 
organizations, influences, 19-20 
co-operative studies, 5-9 
group discussion, 5 
groups making, 19 
perspective required, 3—4 
professional writing, 9 
public speaking, 561 
rules and regulations of board of 
education, 14 
statutory prescriptions, other, 14-13 
visits to other schools, 4-5 
Democratic participation, 49-47 
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Demonstration: 
lessons, securing, 119 
teaching, 118-19 
Department head, supervisory officer, 
109 
Developmental: 
group activities, 304 
programs, 196 
Diagnosis, educational: 
case study, making, 141—44 
characteristics of satisfactory, 131— 
33 
children in need of, number, 138 
developmental programs, 126 
individual, 137 
information essential to, 457-58 
interview, 137-38 
laboratory equipment, 138 
learning: 
difficulties, pedagogical factors, 
129-30 
disabilities, factors, 199 
M factors conditioning, 
31 
factors which condition, 197 
intellectual factors which condi- 
tion, 128-29 
social factors conditioning, 131 
medical service, need for, 127-28 
need for, 195-34 
oral responses, pupils, 136-37 
pupil-teacher clashes, 131 
qualifications of teacher, 133-34 
reactions to school work, students’, 
136 
records: 
environmental conditions, data 
on, 134 
health, 134 
physical, 134 
social conditions, data on, 134 
test, 185-36 
teaching methods, 130-31 
techniques, 134-38 
work habits, students’, 136 
written work, students’, 136 
Diagnostic: 
group activities, 304 
tests, 179-80 
Dictionary of Occupational Titles, 288 
Director of guidance, 277-78 
Discretionary duties, 12, 13 


INDEX 


Douglass, H. R., 388 
Dramatics, 354-55 
Drinking fountains, 522 
Driving, safe, m. 
Duties of principal: 
changes p^ cod years, 572-73 
community, 20-21 
delegating, 15-17, 23 
discretionary, 12, 13 
instructions from superior officers, 
431-32 
legal, 430-31 
mandatory, 12 
office, 430-35 
organization, see Organization, 
duties ; " 
regulations of state agencies affec 
ing, 434 NO. 
requirements of standardizing aS 
sociations affecting, 49 f 
rules and regulations of board o! 
education regarding, 43 
students to, delegating, 57 
supervisory, 105-09 
throughout year, 62-63 x, 7-8 
time given to, during one week, 


E 


Economic groups, school and, 557 
Education: 

health, 222-24 

leadership in, 99-102 

physical, see Physical educa! 

safe driving, 231-32 

safety, 230-31 

sex, 229 

special, need for, 407 
Educational counseling, 28 
Educational diagnosis, see ^^ 
Educational Policies Commission 
Educational Testing Services, 1 
Educational workshops, HE 18 

advantages claimed for, 113 idee 
Education for All American 

159 ; youth, 
Education for All American 
159 

Education Week, 545-46 "T 
Eikenberry, D. H., 6, 581, A 
Electives, group scheduling, 1% 


tion 


7-90 nosis 
Diag 159 


INDEX 


Elementary. schools: 
activities in, 326-28 
extent, 328 
administrative forms in, 452-56 
duties of principals, 13 
failure in, 203-05 
guidance in, 255-58 
duties of principals, 256-58 
interscholastic contests in, 364-65 
intramural sports in, 364-65 
reorganization, 411 
Schedule-making in, 67-68 
self-contained unit, 68 
socializing experiences provided in, 
327 
Elmtown’s Youth, 308 
Emotional factors conditioning learn- 
ing, 131 
Enrollment data, 56-57 
Ensign, F. C., 567-68 
Environment: 
conditions, records providing data 
on, 134 
cultural and social, factor condition- 
ing achievement, 183 
Equipment, school, 479-85 
classification, 480-81 
fire-protection, 520 
importance, 480 
laboratory, educational diagnosis, 
138 
library, 192 
Office, 443-45 
principal’s responsibility for, 481— 
82 


record, keeping, 482-83 
trends in, modern, 483-85 
Essay tests, 182 
Evaluation: 
curriculum revision, 163 
extracurricular activities, 319-20, 
328-31 
guidance program, 267-69 
merit rating: 
principals, 585-86 
teachers, 388-92 iE 
Progress of pupils, 201— 
dide needed in, 216 
failure, problem, 202-06 
improvements needed in, 215-18 
marking systems in, use, 206-12 
necessity for, 202 
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Evaluation (cont.) 
progress of pupils (cont.) 
parents’ role in, 217-18 
promotion and, 212-15 
students’ role in, 217-18 
teachers in, improving, 216-17 
sheet, guidance service, 292 
Evaluative Criteria, 163, 346, 472 
Eveslage, D. J., 89 
Examinations, physical, periodic, 226 
counseling and, 226-27 
use, 226 
Exceptional children, providing for, 
406-10 
Exhibits, school, 544 
Experience: 
out-of-school, 357-58 
principal, 582-83 
teacher, 103 
units, 155-56 
Experimental schools, pupil records in, 
465-66 
Exploitation of pupils, avoiding, 559- 
60 


Extracurricular activities, see also Ac- 
tivities 
bulletin, 62 
defined, 302-03 
elementary schools, in, 326-28 
evaluation, 328-31 
history, 299-303 
interpretation of school 
553 
management, principles, 307-96 
administration, 316-18 
athletics, interscholastic, 324-26 
evaluation, 319-20 
financial support, 318-20, 339-40 
participation in, 307-14 
program, nature, 320-29 
schedule, 322-24 
sponsorship, 314-16 
supervision, 316-18 
status of, present, 303-04 
values in, 304-06 
Extracurricular finance, 496-505 
accounting for: 
necessity for, 496-97 
procedure, suggested, 497 
accounts and subsidiary accounts, 
controlling, 499 
general school fund, 501-02 


through, 
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Extracurricular finance (cont.) 
payment of bills, 499-501 
purchase order, 497-99 
requisition blank, 497-99 
responsibility for, 503-05 
securing funds, methods, 502-03 

Eyesight, defective, 127 


F 


Faculty meetings, general, 117 
Failure, problem, 202-06 
intermediate grades, in, 204-05 
primary grades, in, 203-04 
secondary schools, in, 205-06 
Farmer, F. M., 6, 583, 588 
Feldman, L. G., 84 
Finance: . 
extracurricular, see Extracurricular 
finance 
school, 490-94 
budget responsibilities, 490-93 
financial accounting, 493-94 
petty cash, 493-94 
Financial accounting, 493-94 
Financial support: 
assemblies, school, 344 
class organization, 350 
extracurricular activities, 
339-40 
intramural sports, 362-63 
Fire drills, 526-27 
Fire extinguishers, 527 
Fire-protection equipment, 520 
First aid, 227-28 
Floors, care, 527-28 
Folders: 
cumulative pocket-file, 463-65 
individual, 265 
Follow-up, guidance service, 294-96 
Forms: 
administration of pupils, types, 460 
elementary schools, in, 452-56 
secondary schools, in, 448-52 
admission of pupil after absence, 
452 
athletic equipment record, 484 
attendance, recording, 456 
attendance and absence, annual 
record, 454 
budget accounts, 492 
daily absences, summarizing, 453 


318-20, 


INDEX 


Forms (cont.) 

inventory for athletic equipment. 

483 

notice of payment, 500 

period absence, 451 

pupil progress report, 470 

purchase order, 498 

textbook records, 487, 488, 489 

treasurer's order for payment, 499 

treasurer’s receipt, 497 
4-H Clubs, 238-39, 357, 556 
Fraternities, 239-40 
Free textbooks, 485-90 
Froehlich, C. P., 274 
Funds: 

general school, 501-02 

securing, methods, 502 
Fused courses, 156, 157— 
Future Farmers of America, 238 : 
Future Homemakers of America; * 
Future Teachers of America, 347 


G 


General school fund, 501-02 
Gibbs, E. D., 449 » 
Girl Scouts of America, 238, 357 
Girls’ State activities, 240, 357 
Gish, 15 " 
Graduates, public school, evaluation of 
activities by, 328-29 
Gray, Martha, 346 
Gregg, R. T., 385 
Grizell, E. D., 299 
Group: 
activities, 304 
discussion, 5 


Wi 
meetings with teachers, 116-17 


method, schedule-making, 76-17 
difficulties, 78-79 
electives in, 77-78 
Gruhn, W. T., 347 asel- 


Guidance, 249-69; see also Cou 
ing 
activities, 312 
varied character, 260 
adolescents': 
desire for counsel, 254-55 
need for, 253-54 
case staff conference, 284-86 
case studies, 283-84 


P -14 
city school systems, in, 212-7 


INDEX 


Guidance (cont.) 
defined, 251-52 
demand for, 250-51, 252 
devices for obtaining information, 
providing, 263-64 
director, 277-78 
early concepts, 249-50 
elementary schools, in, 255-58 
duties of principals, 256-58 
maladjustments caused by lack, 
255-56 
evaluation sheet, 292 
follow-up, 294-96 
functionaries utilized in, 277-80 
functions of principals, 260-69 
homeroom, 281-83 
individual school, in, 276-77 
in-service training program, devel- 
oping, 266-67 
needs for, 252-55 
adolescents’, 253-54 
organization, 271-96 
necessity for, 271-72 
types, 272-77 
orientation programs, 280-81 
placement, 294-96 
preliminary registration, 69 
program 
evaluating, 267-69 
organizing, 261-62 
records: 
autobiographies, 266 
cumulative, 264-65 
folders, individual, 265 
interview reports, 266 
questionnaires, student, 265-66 
test data, 265 
responsibility of principal, 249-52, 
269 


secondary schools, in: 
early efforts, 258-59 
recent efforts, 259-60 
Service, organization, 62 
small schools, in, 274-76 
staff personnel for, selection, 262— 
63 
techniques, 280-95 
establishing, 263-64 
test results used in, 170 
Guide service, 341 
Gustavson, B. C., 88, 89 
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Gymnasium, 520 
space requirements, 225 


H 


Hamrin, S. A., 327, 364 
Hand, H. C., 307 
Handbook, the, 361 
Handbooks, administrative, 439—40 
Harris, William T., 214 
Hazards, building, guarding against, 
520-21 
Headmaster, 569 
Health: 
administration of program, 224 
air-borne infection, control, 526 
contagion, prevention, 227 
education, 222-24 
examinations, periodic, 226 
counseling and, 226-7 
use, 226 
first aid, 227-28 
hazards, guarding against, 520-21 
lunch for indigents, 230 
mental, 228-29 
physical, 221-22; see also Physical 
education 
records, 134 
safety education, 230-31 
school cafeteria, 229-30 
school physician, role, 225-26 
schools, in, -82 
services, 223 
sex education, 229 
Healthful school living, 223 
Hearing, defective, 127 
Herriott, M. E., 412 
High school, see Junior high school; 
Secondary schools 
High School Activities Association, 
366 
High School Thesaurus, 300 
History clubs, 347 
Hi-Y Clubs, 239, 357 
Hollerith cards, 87, 88, 90, 92 
Hollerith Machine, 92 
Homeroom: 
activities, 349-50 
adviser, guidance and, 281-82 
Honor societies, 352 
Humidity, 525-26 
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Illumination, 522-24 


Imperative Needs of Youth, The, 235° 


Indigents, lunch for, 230 
Individual: 
diagnosis, 137 
folders, 265 
instruction, plans for, 398—402 
schedule-making, see Mosaic sched- 
ule-making 
school, guidance in, 276-77 
Informal tests, 182 
Information: 
collection of, 456-57 
essential to educational diagnosis, 
457-58 
within the building, 53 
In-service training, 109-18, 578-79 
principals, 578-79 
program; 
developing, 266-67 
sponsorship of activity, 314-15 
teachers, 399-94 
Instruction, see also Teaching 
character, factor conditioning 
achievement, 184 
individual, plans for, 398—409 
previous, factor conditioning 
achievement, 183 
tests in, use, 167-85 
improving, 168, 183-84 
vitalization, efforts, 402-06 
Instructional: 
leadership, see Leadership 
materials: 
adequacy, factor conditioning 
achievement, 184 
for teachers, checking, 61-62 
library use supplementing, 195— 
96 


Intelligence, pupils, factor condition- 
ing achievement, 183 

Interest tests, 181-82 

Intermediate grades, failure in, 204— 
05 


Internal organization, student council, 
337-38 
International Business Machines Cor- 
poration, 92 
Interpreting the school, 537-39 
alumni association, 550 
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Interpreting the school (cont.) 
bulletins to the homes, 542-44 
commencement programs, 549-50 
Education Week, 545-46 
exhibits, school, 544 
extracurricular activities, through, 

553 
informing teachers and employees, 
547-48 

means of, 539-40 

methods, 539-54 

open house, cw TR 

opinion, creating, 

He ean Ssschntitatt 550-51 
problems for, 551-52 
types, 552 

parent rons ops 552 

publicity, school: 
newspaper, 540-42 
organization for, 540 

pupils, to, 548-49 

radio broadcasts, 549 

recency of, 538 

television broadcasts, 549 

time spent in, 539 

visits to the home, 546-47 

Interscholastic athletic contests, 

26, 365-68 

administration, 365-66 

relations, 367-68 

Interview: 
educational diagnosis, 187-38 
reports, 266 

Intervisitation, 119 

Intramural sports, 361-65 
administering, 362 5 
elementary schools, in, 364-6 
financing, 362-63 62 
participation in, program, 3 3-64 
play activities, supervision, 
relation to physical education, 

lowa Every Pupil Testing Prog 

171 - 

Iowa Every Pupil Test of EngHs 

rectness, 135 ; 

Iowa Silent Reading Examinati 

Ivok, Leo, 84 


824- 


yam, 
Cor- 


ion, 195 


J 


Jacobson, P. B., 336, 338, 340 
Johnson, B. L., 414 


INDEX 
Jones, Galen, 300 
Junior college, reorganization, 418-15 
Junior high school: 
reorganization, 412-13 
schedule-making, 77 
Junior Red Cross, 21, 240, 357, 529 
Justman, Joseph, 115 
Juvenile court, 237-38 


K 


Kaulfers, W. V., 147-48 

Kiwanis Club, 560 

Koos, Leonard V., 304, 411 

Koyen, R. A., 385 

Krug, E. A., 146 

Kuder Preference Record-Vocational, 
289 


L 


Laboratory equipment, educational 
diagnosis, 138 
Laggards in Our Schools, 219 
Laissez-faire administration, 40-42, 
100 
Landscaping, school, 535 
Language clubs, 346-47 
Lantz, 15 
Lavatories, 521-22 
Leadership: 
adequacy, factor conditioning 
achievement, 184 
education, in, 99-102 
factors associated with, 100-01 
in-service training, 109-18 
local, by principal, 575-77 
need for, 102-05 
skills needed for, 101 
studies in, 99-102 
supervisory duties of principals, 
105-09 
techniques of supervision, 113-22 
workshops, educational, 110-11 
advantages claimed for, 111-13 
Learning: i 
difficulties, pedagogical factors, 
129-30 
disabilities, factors, 129 
emotional factors conditioning, 131 
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Learning (cont.) 
factors which condition, 127 
intellectual factors which condition, 
128-29 
social factors conditioning, 131 
Leave of absence, teachers, 385 
Legal duties of principals, 430-31 
Lessons, demonstration, securing, 119 
Lewin, 100 
Librarian: 
duties, 199 
professional, 197-98 
pupil assistants, 198-99 
Library, school, 187-99 
bulletins, 191 
to pupils, 194-95 
development, steps in, 188 
equipment, 192 
facilities, improving, 190-92 
functions, 189-90 
librarian, see Librarian 
location, 191-92 
professional books and periodicals, 
197 
purposes, 189-90 
requirements, general, 190-91 
staff, 197-99 
use, 192-97 
classroom materials supplied by, 
196 
stimulating, 193-95 
supplement instructional materi- 
als through, 195-96 
teachers, by, 197 
teaching, 192-93 
within the school, 188-89 
Lighting, 522-24 
Linn, H. H., 582 
Lions Club, 560 
Literary societies, 299-300 
Local leadership by principal, 575-77 
Location: 
auditorium, 515 
library, 191-92 
school plant, problems created by, 
530-31 
Logsdon, J. D., 45 
Lunch for indigents, 230 
Lunch hour period, 73 
Lunch room, see Cafeteria 
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Machine, schedule-making, 90-93 
Maladjustments caused by lack of 
guidance, 255-56 
Malnutrition, 127 
Management, see also Leadership; Su- 
pervision 
authoritarian control, 39-40 
democratic participation, 42, 47 
extracurricular activities, principles, 
307-26 
functions for efficient, organization, 
25-47 
laissez-faire administration, 40-42, 
100 
Principal's concept, influence on or- 
ganization, 38-47 
Mandatory duties, 12, 13 
Manual for Cumulative Records, 264 
Marking: 
five-point letter scale, 209-10 
improving, through objective tests, 
208-11 
research, need for, 211 
systems, use in evaluation, 206-12 
Martorana, S. V., 414 
Master schedule, criteria of good, 79 
Materials, see Instructional materials; 
Office materials 
Mathematics clubs, 347 
Maul, 103 
McFarland, J. W., 349 
McSwain, E. T., 216 


Medical service, school need for, 127— 


Meetings: 
general faculty, 117 
group, of teachers, 116-17 
planning, 117-18 
teachers', 118 
end of opening day, 56 
preliminary, 55-56 
Melton, J. R., 151 
Mental: 
health, 228-29 
tests, 177—78 
Merit system: 
rating of teachers, 388-92 
selecting principals, 585-86 
Messenger service, 341 


INDEX 


Millhollen, L. F., Jr., 306, 308, 323, 
329-30, 331 

Mogill, R. G. 

Morrison, H. C., 399—400 

Morrison Plan, 399—100 . = 

Mosaic method, schedule-making, 79- 
80 

Muscowitz, S. D., 45 

Music, 358 

contests, 358 


N 


National Association of Secondary- 

dm School Principals, 4, 5, 235, 
325, 338, 351, 386, 402, 406, 
461 

National Association of Student Coun- 
cils, 336 

National Council on Schoolhouse Con- 
struction, 513 . 12 

National Education Association, | ra 
13. 15, 103, 164, 352, 381, 
386, 461, 577 

National Forensic League, 352 

National Honor Society, 352 us 

National Junior Honor Society, cg 

National Society for the Study of 
ucation, 304 

National Thespian Society, 352, 355 

National Youth Administration, 2 

Newspaper, school, 358-59 

purpose, 359-60 

Newspaper publicity, 540-42 —— ‘ail 

Noneducational executives, princip 
and, relations, "ad 

Noon hour activities, 35: Š 

North Central Association of Colleges 
and Secondary Schools, 
104, 306, 314; 324, 504 

Notice of payment, form, 500 


oO 


Objective tests, 182 
improving marking through, 
Objectivity: 
re. of diagnosis, 132 
criteria of tests, 174 
Occupational Interest Inventor 
termediate Series, 288 
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y-In- 


INDEX 
Office, principal's, 419—46 


administration, time available for, 
436 
administrative assistants, 438-39 
callers, handling, 449—43 
clerical assistants, 440—41 
allocating duties to, 441-42 
conception of, modern, 445-46 
counseling service, 440 
development, 421-94 
duties of principals, 430-35 
instructions from superior officers, 
431-32 
legal, 430-31 
regulations of state agencies, 434 
requirements of standardizing as- 
sociations, 434-35 
rules and regulations of board of 
education, 432-34 
equipment, 443-45 
utilization, 444-45 
facilities, 420-21 
hours, 437-38 
materials, organization, 429-30 
organization, for administration, 
435-43 
origin, 419-20 
procedure, planning, 62 
professional assistants, responsibili- 
ties, 439-40 
service center, as, 445-46 
Space: 
adequate, recognition of need for, 
423-24 
organization, 428-30 
standards for, minimum, 424-28 
Official reports of principals, 471-73 
Old Librarians Almanac, 187 
Olson, Willard C., 217 
Open house, 544—45 
Opening of school, 58-62 
announcing, 54 
first week, responsibilities, 59-60 
functions incident to, other, 60 
opening day, 58-59 
planning, problems, 51—52 
Opinion, creating, 553-54 
Oral responses, pupils, 136-37 
Organization: 
class, 350 
curriculum, types, 156-65 
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Organization (cont.) 
duties: 
differentiation required, 25 
emphasis in, 26 
factors conditioning, 26-27 
influenced by: 
central office, 27-38 
principal's conception of man- 
agement, 38-47 
necessary for, 25-96 
problems, 25-27 
guidance, 271-96 
necessity for, 271-72 
types, 272-77 
office: 
administration, for, 435-43 
materials, 429-30 
space, 428-30 
school publicity, 540 
school tasks, 10-11 
student council, 335 
internal, 337-38 
principles, 335-37 
trends in, 105 
Organizations: 
community, influences, 19-20 
professional, of principals, 577 
teachers’, 385-86 
Orientation: 
programs, 280-81 
week, 52 
Otto, H. J., 327, 364 
Out-of-school experiences, 357-58 


E 


Parents: 
bulletins to, 542-44 
evaluation of pupils’ progress, role 
in, 217-18 
informing, of pupil deficiencies, 63 
reports to: 
behavior traits, 471 
improvement, 469-71 
periodic, 466—71 
purpose, 466-68 
teacher conferences, 468-69 
visits to, by teachers, 546-47 
workshops for, 552-53 
Parent-teacher associations, 550—51 
problems for, 551-52 


types, 552 
Parking, automobile, 529-30 
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Participation in activities: 
active, 323-24 
activity period, 311 
contest, 324-26 
control, 309 
methods, 309-10 
effects, 308-09 
extent, 306 
intramural sports, 362 
management by students, 334—492 
reasons for, evaluation, 329-30 
records, 312-13 
stimulating, 310-11 
training for, 313-14 
voluntary, 307-08 
Parties, school, 353-54 
Payment of bills, 499-501 
Pedagogical factors, learning difficul- 
ties, 129-30 
Pension plans, 379-81 
Periodicals, professional, 197 
Periodic reports to parents, 466-71 
Periods, length and number, 73-74 
Permanent records, student, 459-63 
Personal, principal: 
qualifications, 580 
qualities, 561-62 
Personnel: 
clerical assistants, 23, 440—41 
custodial staff, 581-32 
departments, establishment, 379 
teachers, see Teachers 
trained, special education, 410 
Petty cash, 493-94 
Phay, J. E., 532 
Phi Beta Sigma, 352 
Philbrick, John, 570-71 
Physical: 
defects, 127 
education: 
activities, classification for, 224 
administration of program, 224 
relation of intramural sports to, 
363 
scope of program, 222 
space requirements, 225 
time allotment, 224-95 
examinations, periodic, 226 
counseling and, 226-27 
use, 226 
health, 221-22 
records, 184 
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Physical (cont.) 
well-being, 222 
interscholastic athletics, 326 
Physician, school: 
examinations, periodic, 226 
role, 225-26 
Pierce, Paul R., 570, 576 
Placement of pupils: 
guidance service, 294-96 
test determination, 170-71 
Planning the year’s work, 49-66 
administrative bulletin, 54-55 
athletic schedules, 62-63 
before school opens, 50-51 
calendar, organizing, 60-61 
closing school year, 63-65 N 
deficiencies of pupils, informing 
arents, 63 
duties throughout year, 62-63 
enrollment data, 56-57 
first week, responsibilities, 59-60 
information within the building, 
opening day, 58-59 
Mem. of sol problems, 51-52 
opening school, 58-62 _ eA 
opening of term, announcing, 
orientation week, 52 ay, 59-58 
plan of procedure, necessity, 
porius 49—58 
upils: 3 
2 dünn removed, handling, 
57 
duties to, delegating, 57 
transfer, 57-58 
supervisory program, 107-08 
teachers: 
assigning, 58—54 
duties assigned to, 56 
materials for, checking, 
teachers’ meetings: 
end of opening day, 56 
preliminary, 55-56 
Plant, school, 507-35 
administration, 507-85 
air-borne infection, contro 
auditorium, 513-18 5 
automobile parking, 529-9 
automobiles and bicycles, SUP 
sion, 529 
beautification, 538-35 
cafeteria, 518-20 
classrooms, see Classrooms 


61-62 


1, 526 


ervi- 
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Plant, school (cont.) 
custodial services, administration, 
531-33 
decorations, 534-35 
defacement, 528 
drinking fountains, 522 
fire drills, 526-27 
fire extinguishers, 527 
floors, care, 527-28 
gymnasium, 520 
hazards, guarding against, 520-21 
humidity, 525-26 
illumination, 522-24 
information within, 53 
landscaping, 535 
learning environment, as stimulat- 
ing, 508-09 
location, problems created by, 530— 
31 
responsibilities of principal, 509-18 
service facilities, administering, 
521-31 
temperature, 525-26 
toilet facilities, 521-22 
traffic in building, 528-29 
utilization, increasing, 510-12 
ventilation, 524-25 
Play activities, supervision, 363-64 
Plays, school, 354-55 
Pogue, Earl G., 305, 307 
Point system, 312 
Preliminary: 
registration, 68-69 
teachers’ meeting, 55-56 
work, nature, 49-58 
Pressure groups, demands by, 556-58 
Primary grades, failure in, 203-04 
Principal: 
assistant, see Assistant principal 
business functions, 475-505 
extracurricular finance, 496-505 
finance, school, problems, 490-94 
store, school, 494-95 
supplies and equipment, 475-85 
textbooks, free, 485-90 
transportation of pupils, 490 
certification, 586-87 
community relations, 537-62 
conditions of employment, 587 
curriculum construction and revi- 
sion. role, 149-50 
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Principal (cont.) 
demands made on, 3-23 

community duties, 20-21 

community organizations, 19-20 

co-operative studies, 5-9 

group discussion, 5 

groups making, 19 

perspective required, 3—4 

professional writing, 9 

rules and regulation of board of 
education, 14 

statutory prescriptions, other, 14— 
15 


visits to other schools, 4—5 
duties, see Duties of principal 
elementary school: 

duties, 13 

guidance duties, 256-58 
experience of, 582-83 
freedom from teaching, 436-37 
guidance functions, 260-69 
in-service training, 578-79 
interpreting the school, 537-89 

methods, 539-54 
local leadership by, 575-77 
management, concept, 38-47 

authoritarian control, 39—40 

democratic participation, 49—47 

laissez-faire administration, 40— 

42 
nonteaching, functions, 17-18 
office, see Office 
official reports, 471-73 
personal qualifications, 580 
personal qualities, 561-62 
problems, 9-10 

summary, 9 
professional organizations, 577 
public speaking by, 561 
rating of, by teachers, 392 
relations with: 

assistants, 35 

board of education, 28-29 

central office, 574—75 

central staff officers, 34-35 

intermediary administrative offi- 

cers, 33-34 

noneducational executives, 35-37 

superintendent, 29-30, 47 
release from teaching, 571-72 
residence, 560-61 
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Principal bred 
responsibilities: 
Palsaceit conception, need for, 
21-22 
delegating, 15-17, 23 
equipment, for, 481-82 
first week of school, 59-60 
growth of positions, resulting 
from, 18-19 
guidance, 249-52, 269 
policies of superintendent, for, 
31-392 
registration, preliminary, 69-70 
schedule, 75-76 
school, for, 27-28 
school plant, 509-13 
special education, 408-09 
Superintendent, directly to, 31-32 
Supervisory, present-day, 574 
testing services, 184-85 
rise of supervision hy, 573-74 
salaries paid to, 584-85 
selecting, methods, 585-87 
Status determined by central office 
policy, 37-38 
time given to major functions, 16 
training, 583-84 
Principalship: 
career, as, 588-89 
central office relations, 574-75 
changes in duties in recent years, 
572-73 . 
city schools, in, 569-7] 
conditions of employment, 587 
Cooperative Program in Educational 
Administration, 577-78 
development, 567-79 
high school, 567-69 
in-service training, 578-79 
local leadership by principal, 575- 
77 
opportunities in, 588-89 
profession, as, 22-93 
qualifications for, 579-85 
ability to enlist co-operation, 
580-82 
experience, 582-83 
general, 579-80 
personal, 580 
training, 583-84 
release of principal from teaching, 
571-72 
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Principalship (cont.) e 
rise of supervision by principals, 
513-14 " 
salaries paid to principals, 584-55. 
selecting principals, methods, 585- 
87 
status, 31-38 
supervisory responsibilities, present- 
day, 574 
Principal teacher, 569-70 
Professional: 
assistants, responsibilities, 439-40 
books and periodicals, 197 
librarians, 197-98 
organizations, of principals, 577 
reading and study, 120-22 
writing, 9 
Progress of pupils: 
evaluating, 201-18 : 
competencies needed in, 216 518 
improvements needed in, 21 12 
marking Systems in, use, 206-12 
necessity for, 202 
parents’ role in, 217-18 
promotion M E 
pupils’ role in, 217-18 
indes in, improving, 216-17 
failure, problem, 202-06 
buda gra wor o. 
primary grades, in, 203-04 
—— 3 schools, in, 205-06 
studies, 212-13 
Promotion: 
all pupils, 214-15 
evaluation and, 212-15 
ractices, 213-14 
tidie of school progress, 212-13 
teachers, 384-85 Gl 
Publications, school, 299-300, 358 6 
Publicity, school: 
newspaper, 540—42 
organization for, 540 
Public speaking, principal, 561 
Puckett, R. C., 73-74, 84 
Pupils: a2 
[co — factors conditioning: 
183-84 
acting as city officers, 240 97-89 
assignment to class paou 
conflicts with teachers, 131, 
counseling, 286-87 
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Pupils (cont.) 

deficiencies: 

informing parents, 63 

removed, handling, 57 

subject, provisions for, 143-44 
duties to, delegating, 57 
exceptional, providing for, 406-10 
exploitation of, avoiding, 559-60 
guidance, needs for, 252-55 
interpreting the school to, 548-49 
leaving before school closes, 63 
library assistants, 198-99 
management of activities, participa- 

tion in, 334—492 
motivation, 170 
need for educational diagnosis, 
number, 138 

needs, adjusting schools to, 397—415 
oral responses, 136-37 
permanent records, 459-63 
placement: 

guidance service, 294-96 

test determination, 170—71 
progress, evaluating, 201-18 
promotion of all, 214-15 
reactions to school work, 136 
records pertaining to, 456-59 

experimental schools, 465-66 
role in evaluation, 217-18 
schedule notification, 89-90 
special classes, selection for, 407-08 
transfer, 57-58 
transportation, 490 
work habits, 136 
written work, 136 

Purchase order, 497-99 

form, 498 


Q 


Questionnaires, student, guidance rec- 
ords, 265-66 
Quill and Scroll, 352 


R 


Radio broadcasts, 549 
Ragan, W. B., 164 
Reading, professional, 120-29 
Reavis, W. C., 6, 388 
Records, see also Forms 
adequate, justification for, 462-63 


611 


Records (cont.) 
administrative forms as: 
elementary schools, 452-56 
secondary schools, 448-52 
athletic equipment, 484 
budget accounts form, 492 
classroom visitation, 114—15 
cumulative, 264—65, 461 
pocket-file folders, 463-65 
variations in, 461-62 
environmental conditions, data on, 
134 
equipment, 482-83 
guidance: 
autobiographies, 266 
cumulative, 264-65, 461 
individual folders, 265 
interview reports, 266 
questionnaires, student, 265-66 
test data, 265 
health, 134 
participation in activities, 312-13 
physical, 134 
social conditions, data on, 134 
students, pertaining to, 456-59 
experimental schools, on, 465-66 
permanent, 459-63 
test, 135-36 
Recreation, summer, 241 
Re-education, in-service, of teachers, 
392-94 
Registration, preliminary, 68-69 
cards, kinds, 69, 70 
data, tabulation and use, 70-72 
guidance in, 69 
responsibility of principal for, 69-70 
revising, 75 
Regulations, see Rules and regulations 
Reliability: 
characteristic of diagnosis, 132 
criteria of tests, 173-74 
Religious: 
agencies, 237 
groups, school and, 557-58 
Remedial teaching, 138-41 
case study, making, 141-44 
need for, 126-27 
principles, basic, 188—41 
subject deficiencies, provisions for 
students with, 143-44 
Reorganization: 
elementary school, 411 


